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Agenda

* MOR process overview

* What has changed in the MOR process since the

PBCA last performed an MOR
* What to do to prepare for an MOR
* MOR response process overview

* Top 10 findings





Presenter
Presentation Notes
We are currently in the process of sending scheduling letters to owners. In the month of May, we will be conducting MORs for some properties in Central Florida and we will expand our reach as the months go along. Under our current contract with HUD, we will not be conducting Civil Rights Compliance reviews. That means we will not be asking the owner to complete the addendum B. We will still be reviewing you AFHMP and other Fair housing items that are specifically asked on the HUD 9834 such as do you have the fair housing logo, slogan or statement on your marketing materials. 




MOR Process Overview

 The MOR Process Consists of:
* Scheduling
e Desk Audit
* On-site Review
* MOR Report
* Owner Response
* Response Review
* Notification of Incomplete | Complete Response



MOR Process Overview
What is an MOR?

MOR - Management and Occupancy Review

*The MOR is an on-site review and is one of the
integral mechanisms of project monitoring used to
ensure that owners/agents comply with Program
and Regulatory requirements.

*The primary responsibility of reviewers is to assess
management and oversight of multifamily housing
projects.


Presenter
Presentation Notes
It’s been about five years since many of you have had an MOR, some of you may have never had the pleasure to experience one, so just to give you a brief overview, and MOR is a compliance review and is integral to HUD’s project monitoring program.  We are assessing your project’s General appearance, follow up to REAC inspections, Maintenance and Standard Operating Procedures, your leasing and occupancy, tenant management relations and the general management practices of the property. 


MOR Process Overview

 The MOR also includes:

» An-up-front-civilrghts-moniteringfor HUD's
Ottice-ofFair Housingand-Equal- Opportanity
(FHEO).

 Information gathering on State Lifetime Sex
Offender Statistics.

* Reviewers conduct the MOR Using form HUD-9834.



MOR Process Overview

* The Form HUD-9834 is formatted to review the
following categories:
A. General Appearance & Security
B. Follow-up and Monitoring of Project Inspections
C. Maintenance and Standard Operating
Procedures
E. Leasing and Occupancy
F. Tenant/Management Relations
G. General Management Practices

* Note: PBCA’s do not review category D.



MOR Process Overview

e The Form HUD -9834 also includes:
* Addendum A — used to review tenant files
e Addendum o 4] : il i)
ot

* Addendum C —provided to owners/agents prior
to the MOR listing documents to have ready for
review during the MOR

* Addendum D — used to gather State Lifetime Sex
Offender Statistics



. mor JMOR Process Overview

e Each category and the Overall Score is assigned a rating

of:

e Superior
 Above Average
e Satisfactory
 Below Average
e Unsatisfactory

e Each Category is provided with a numerical score based

on the assigned rating:
* Superior 90-100
 Above Average 80-89

e Satisfactory 70-79
 Below Average 60-69

e Unsatisfactory 0-59
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MOR Process Overview

Each category is weighted when determining the

Overall Score:

A. General Appearance and Security 10%

B. Follow up and Monitoring of Project Inspections 10%
C. Maintenance and Standard Operating Procedures 10%
D. Financial Management/Procurement 25%

E. Leasing and Occupancy 25%

F. Tenant/Management Relations 10%

G. General Management Practices 10%

PBCA’s do not review category D and do not include
it when determining the overall score.




MOR Process Overview

* Thereis a mathematical equation completed to

determine the value of each category’s score.
 Example: General Appearance and Security

receives an above average and is assigned a score
of 80.

80 is multiplied by 10% = value of 8

e The values of each individual category are added
together and another equation is completed to
determine the overall score.
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MOR Process Overview

e PBCA conducted MOR'’s are based off a total weighted
percentage of 75% instead of 100% since category D is not
reviewed by PBCA.

e Total of category values is divided by 75%
 Example
A. General Appearance and Security 8
B. Follow up and Monitoring of Project Inspections 8
C. Maintenance and Standard Operating Procedures 7
E. Leasing and Occupancy 20

F. Tenant/Management Relations 7
G. General Management Practices 7

Total value 57 divided by 75% = 76
Satisfactory Overall Score
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What has Changed?

What is different since the PBCA last
conducted an MOR at your property?

e The Form HUD-9834
 Revised HUD form was released for use on
December 4, 2012 and impacts the On-Site
Review portion of the MOR process.
* Includes numerical scoring information.
* Incorporates items the PBCA was reviewing,
but was not included on the HUD-9834 such as

EIV.
* Includes new questions and a new section.
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What has Changed?

How do the changes to the HUD-9834 impact the

PBCA conducted On-Site Review?

A. General Appearance and Security
 No Changes/No Impact

B. Follow-Up and Monitoring of Project Inspections
 No Changes/No Impact

C. Maintenance and Standard Operating Procedures
* Minor Changes/No Impact

D. Financial Management/Procurement
 No Impact on PBCA conducted MOR as PBCA still
does not review this section
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What has Changed?

E. Leasing and Occupancy
* Lots of Changes/Medium Impact

Incorporates questions and subsections for
items reviewers were already required to
review.

Includes some new questions or more
detailed questions on some items already
being reviewed.

Includes new questions for some items not
previously reviewed.


Presenter
Presentation Notes
Take a look at your application package. Is it compliant with  4350.3 chapter  4-14 B. 
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What has Changed?

 Added questions regarding Application:

Does application ask if any member is subject to a
lifetime state sex offender registration program in any
state?

Does the application ask for a listing of states where
the applicant and members have resided?

Is the Supplement to Application (92006)form
included?

Added more detailed questions regarding Waiting List:

Specifically added questions or detail to questions
regarding preferences, did selection recognize
applicable preferences and when preferences were
applied were they properly documented?
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What has Changed?

Added instructions to specifically ask for copies of
advertisements.

Added language to lease questions asking if Lease
Addendums not issued by HUD have been HUD
approved.

NEW Question added, Has owner/agent pursued
eviction or termination of assistance for all
individuals subject to a lifetime sex offender
registration who were erroneously admitted after
6/25/2001?


Presenter
Presentation Notes
Are you advertising in all sources and for the frequency listed in your AFHMP? If not, did you submit a new plan? If you submitted a new plan, but it has not yet been approved, are you advertising in all sources listed in the old plan?

If you’ve changed owner or management company, did you review the plan? Are you reviewing the plan every 5 years? Documenting your review?

Do you have any sex offenders living at the property who were erroneously admitted after 6/25/2001? If so, then might want to call your attorney. 
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What has Changed?

2 New Sections added regarding EIV including EIV
documents, EIV security, and EIV reports.

Most of the added questions in the EIV sections were

already items being reviewed. However, there are

some new questions and/or questions that ask for

more detail than may have been reviewed in the past:

e Does the owner/agent terminate access promptly
(within 30 days) when user no longer has a valid
need for EIV access?

 Doesthe owner/agent keep in the tenant file the
Tenant Consent for Disclosure of EIV information
signed by tenant and 3" party when 3™ party
assists in recertification process?
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What has Changed?

 Does the owner/agent have a procedure to report
any occurrence of unauthorized EIV access or
security breach to the HUD National Help Desk?

NEW Section and NEW Questions added for TRACS

Security Requirements:

e Isthe Owner/Agent Rules of Behavior for TRACS
current (within last 12 months) and on file?

e Isthe owner/agent completed annual TRACS Security
Training Certificate current, on file and dated within
30 days from the date of the Rules of behavior?

Added “as well as other files that contain EIV reports” to
the files locked and secured in a confidential manner?
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What has Changed?

 New Question added, Is documentation relating to

individual domestic violence, dating violence, or
stalking, kept in a separate file in a secure location
from other tenant files?

File Review Summary Section in E. Leasing and
Occupancy (filled in based on the file reviews)

* Multiple Changes/Little to No Impact
e Incorporates questions for items reviewers
were already required to review.
* Includes some new questions or more
detailed questions on some items already
being reviewed.
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What has Changed?

Added wording “as required in Handbook 4350.3,
applicable Notices, and any changes to the CFR” to
the question do files contain all required
documentation.

Added questions regarding EIV reports and EIV
discrepancy follow up.

Added questions about signed acknowledgements
for specific documents including HUD 9887 Fact
Sheet, LPB Disclosure, Resident Rights and
Responsibilities Brochure, EIV and You Brochure, and
HUD Fact Sheet How Your Rent Is Determined.



F. Tenant/Management Relations

* No Changes/No Impact

G. General Management Practices
e Minor Changes/No Impact
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What has Changed?

Addendum A -Tenant File Review Worksheet

e Multiple Changes/Little to No Impact
 Mostly incorporates questions for items
reviewers were already required to look for:

Supplement to Application form
Acknowledgement for required documents
EIV reports and the necessary discrepancy
follow up documentation resulting from the
various required reports

Sex offender screenings in each stated
resided
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What has Changed?

r delor s B . s .
ot iR

+No-Changes/No-tmpact
Addendum C — Documents to be made available by
Owner/Agent
e Some Changes/Some Impact
 Mostly incorporates documents the reviewer
was already asking for such as EIV documents.
e There may be some documents that were not
asked for before, but are now because of the
changes/additions to questions on the HUD-

9834.
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What has Changed?

Addendum D - State Lifetime Sex Offender

Statistics

 New Section/Some Impact

Requires the reviewer to gather information
on State Lifetime Sex Offenders on the
property regarding number of offenders living
on-site, when they were admitted, when they
became offenders, evictions initiated due to
offender status, and number of evictions
upheld in court.

Some of this information ties in with some of
the new questions in Section E, and therefore,
may or may not result in a finding.
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What has Changed?

What Else has Changed?
 (Change 4 to HUD Handbook 4350.3 released
 Reissued November 27, 2013 with some updates
 Ensure you have the most recent version of
Change 4
* Most changes add new regulations into the
Handbook that were already in place through the
issuance of Notices (SSN, EIV, VAWA...)
e Some changes are new with Change 4 and do affect
items reviewed during MOR’s.
e Ensure changes are implemented and necessary
documents are updated accordingly
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EIV Certification

Prior to our review, we will be pulling the O/A cert
report.

Welcome ANDREW C HILL

» Back to Secure Systems

» Back to EIV Main Page

Income Information

» By Contract Number

» By Project Number

» By Head of Household

Verification Reports

» Existing Tenant Search
Multiple Subsidy Report
Identity Verification Reports
Deceased Tenants Report
New Hires Report
Income Discrepancy Report

Audit Renorts

» QJA Cert Report

» User Session & Activity Report

User Access Request

Audit Reports »» O/A Cert Report »> \liew User Certifications

Number of Records: 8  Certification Status: Al

Change View

Printer Friendly Version

1-8 of 8 User Records

HAWA 10/31/2014
54  BARB! H5U 10/12/2015
70 PATIE H5U 10/12/2015
75 YOLAP H5U 10/31/2014
87 MAUR H5U 10/12/2015
14 JAME: H5U 10/12/2015
63 ESTCH HSU 04/14/2014
25 LILIAPN H5U 07/09/2015

(04/01/2016 -

(04/01/2016 -

(04/01/2016 -

(04/01/2016 -

04/30/2016)

04/30/2016)

04/30/2016)

04/30/2016)

04/30/2016

04/30/2016

04/30/2016

04/30/2016

Expired

Pending
Recertification

Pending
Recertification

Expired

Pending
Recertification

Pending
Recertification

Expired

Expired




Certifications

Is your coordinator certified?
Are your users certified?

Do you have ROB forms signed for staff who see EIV
information?

Is your Cyber security awareness certificate signed and
dated within 30 days of your ROB and recertification?

How long ago did you take the Cyber awareness
challenge?
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EIV Reports

During the MOR, NTHDC will be reviewing your EIV
policies and procedures, the reports in the Master files
and the reports in the tenant files.

Have you been running the reports as prescribed by
HUD and your own policies?
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EIV Penalty

Be aware that HUD and the CA will levy a 5% voucher
penalty if:

 O/A does not have access to EIV

e Not using EIV at all

e Has never printed Multiple Subsidy, Identity
Verification, Deceased Tenant and New Hires Report.

* Not using the Income Report
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What Is a Finding — HUD notice 11-21

O/A does not have access to the EIV system
O/Ais not using the EIV system for recertifications effective June 1, 2010

Missing/incomplete EIV documents as listed on the Addendum C.

(Email HUD Headquarters immediately to Terminate the coordinator’s/user’s
access at the following address: mfeiv_alert@hud.gov)

* Name, property, MOR date and missing documentation

* Advise O/A mitigate and contact CA to reinstate access

Rules of Behavior for non-system users missing where applicable

EIV data being shared with other entities, e.g., state officials monitoring tax
credit projects, rural Housing staff monitoring Section 515 projects, or Service
Coordinators
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11

12

What Is a Finding — HUD notice 11-21

EIV data not kept secure
O/A has not updated Policies and Procedures to include EIV system use

O/A has not updated Tenant Selection Plan to include use of Existing Tenant
Search

EIV Income Reports are not in tenant files as third party verification

Tenant files do not have documentation to support EIV income discrepancy
resolution

O/A is not using Existing Tenant Search

O/A is not reviewing New Hires Report
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14

15

16

17
18

19

20

What Is a Finding — HUD notice 11-21

Unresolved Failed Verification (SSA Identity Test) and Pre-screening
discrepancies

Deceased Tenants Report has not been reviewed and/or errors corrected
Multiple Subsidy Report has not been reviewed and/or errors corrected

O/Ais not following HUD’s record retention requirements
Missing/Incomplete form HUD-9887

O/A is not providing tenants with the EIV& You brochure when selected from
waiting list to move-in and at annual recertification

Individual with access to the EIV system or data has not had annual security
training

O/A is sharing access IDs and passwords
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What to do to Prepare for an MOR

 What will the reviewer be reviewing?
e MOR Form HUD-9834 is available on HUDclips

at:
http://www.hud.gov/offices/adm/hudclips/forms/hud9a
.cfm

 Download and Print a copy of the form.

e Read through the form so you know what will be
reviewed.

e Use the form as a guide when you are doing a

self-Audit of a property.
 Make sure on-site staff review/learn the form so
they know what will be reviewed.

39


http://www.hud.gov/offices/adm/hudclips/forms/hud9a.cfm
http://www.hud.gov/offices/adm/hudclips/forms/hud9a.cfm

What to do to Prepare for an MOR

What guidelines will the reviewer follow?

e Multifamily Asset Management and Project
Servicing Handbook 4350.1 Chapter 6 is available
on HUDclips at:
http://www.hud.gov/offices/adm/hudclips/handb
ooks/hsgh/4350.1/index.cfm
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http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.1/index.cfm
http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.1/index.cfm

What to do to Prepare for an MOR

The Rent and Income Determination Quality
Control Monitoring Guide for Multifamily
Housing Programs (Guide) is available at:

http://www.hud.gov/offices/hsg/mfh/rhiip/mfh
rhiip.cfm

Read through the guidance that reviewers
are required to follow so you know how
and why a reviewer does what they do.
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http://www.hud.gov/offices/hsg/mfh/rhiip/mfhrhiip.cfm
http://www.hud.gov/offices/hsg/mfh/rhiip/mfhrhiip.cfm
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Be Informed

What new items/documents will the

reviewer be looking for?

e HUD has implemented various email systems that you
may register for including the RHIIP Listserv. Once
registered you will receive emails on upcoming changes
as well as current issues. You can sign up for the RHIIP
Listserv at:
http://www.hud.gov/subscribe/mailinglist.cfm

* You can also sign up for your local HUD field Office
emailing list at:
http://www.hud.gov/subscribe/localmailinglist.cfm#fl to
receive information issued from your Multifamily HUD

field office.



https://sera-mtl.cgi.com/exchweb/bin/,DanaInfo=.awfdpenrGm6msm0utPv5ATx25.3H+redir.asp?URL=http://www.hud.gov/subscribe/mailinglist.cfm
https://sera-mtl.cgi.com/exchweb/bin/,DanaInfo=.awfdpenrGm6msm0utPv5ATx25.3H+redir.asp?URL=http://www.hud.gov/subscribe/localmailinglist.cfm
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Be Informed

e Check HUDClips periodically available at:
http://portal.hud.gov/hudportal/[HUD?src=/program_offi
ces/administration/hudclips
 Thereis alink to Notices where you can check for
new Housing Notices that may affect your
program.
e Thereis also a See What’s New link on the right
side that you can click on and it will list all the
changes/updates to HUDClips in the last 30 days.

HUDCLIPS Related Links

¥ See what's New on HUDCLIPS


http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips
http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips
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Be Informed

 Save/Print all listserv notifications that come through.

e Save/Print all relevant Housing Notices posted.

e Read them in a timely manner.

* Incorporate the changes immediately and be sure to
follow any implementation guidance provided.

* Ensure site staff is aware of any changes that will need
to be implemented at the site level.

e Provide training as needed.

 Follow up to ensure the required changes have been
properly incorporated at each site.



Be Informed

What is the Section 8 program type of the
property and what regulations apply?
e Section 8 NC
 LMSA and Preservation
* PDSA
* 515/8
e 202/8
e Substantial Rehab
 State Agency (HFDA)
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Be Informed

Know the program specific requirements for

the property as they vary from program to

program.
e Lease and Lease Requirements
* Security Deposit
* Income Limits
* Preferences
e Clientele to be Served
e Definitions
* |ate Fees
e Pet Rules
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Be Informed

How do you know what program

requirements are?
« HUD Handbook 4350.3 available on HUDClips
under Handbooks.

 Make sure all on-site office staff have the HUD
Handbook 4350.3 and know how to use it.

* Program specific CFR’s available on HUDClips
under the Code of Federal Regulations link.
e The HUD Handbook 4350.3 Chapter 1Figure 1-2
lists the applicable CFR for each program type.



Be Informed

Where are the controlling documents and

what do they say?
* HAP Contract
 Original and Current
* Regulatory Agreements
* Use Agreements

NOTE: PBCA’s only conduct MOR’s to ensure compliance with Section
8 requirements and HAP Contract. When PBCA’s conduct an MOR other
controlling documents will only be referenced if need be. However, HUD
will always look for compliance with these controlling documents so you
need to be aware of the requirements of all controlling documents.
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Now you are Informed!
Time to be Proactive!



Be Proactive

Preparation for an MOR should be ongoing, not
just limited to the days and weeks prior to the
scheduled date.

However, it is a best management practice to take the
time once an MOR has been scheduled to review the
property and all required documents to ensure
everything is in order, new items have been
implemented, and regulations are being complied
with; and take any necessary corrective actions prior to
the On-Site Review.
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Be Proactive

e MOR’s are scheduled at least 14 days in advance.
e Begin preparing for your MOR immediately upon
scheduling.
e Make sure you are informed of all program
requirements and aware of new requirements.

e A written confirmation will be sent out along with a
portion of the Addendum B and the Addendum C at
least 14 days prior the to the on-site review date.

e Upon receipt take the necessary steps to obtain a
completely filled out the Addendum B signed by
the Owner with original signature.
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Be Proactive

 Gather all documents/items listed on Addendum C.

52

Ensure you have all documents listed and locate any
missing items.

Review all documents for compliance with current and
NEW regulations.
e Update and/or implement any documents as needed.

Review all policies and procedures for compliance with
current and NEW regulations and current and NEW site
practices.

e Update and or implement any documents as needed.




Be Proactive

e Review staff practices for compliance with current and

NEW regulations and procedures.
 Provide all needed training/instruction to staff as
necessary to correct deficiencies in staff practices.

* Review the physical condition of the site as well as the
last REAC inspection.
e Make all necessary repairs.

e Review last MOR to ensure all corrective actions have
been completed/implemented.
e Ensure all 100% file reviews required have been
completed and necessary corrections made.
e Correct any/all repeat/recurring deficiencies.
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Be Proactive

e Take the 9834 and do a pre-MOR self audit.

e (Correct any deficiencies found during your self
audit.

e If tenant files are not regularly audited for compliance
do a 100% file review, if time allows (use the Addendum

A as guide). If files are regularly audited, or time will

not allow a 100% review, then do a random sample.

And follow up with other files as needed.

e Ensure all required documents are in the files,
calculations are correct, necessary documents are
signed and dated etc... and make all necessary
corrections.
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Be Proactive

On day of MOR be Present and Ready

Be on-site during the MOR.

Have all requested documents ready and available for
review at the start of the review.

Pull files and additional documents as requested including
obtaining documents/information from the
home/corporate office if needed.

Be available to answer any questions.

Participate in questionnaire interview and be prepared to
discuss or explain any item as needed.

Be present for and participate in the close out meeting.



Be Proactive

The key for preparation for an MOR and
continued success and compliance is to
remain informed and proactive after the
MOR concludes and through out the
year/years between MORs. It is an ongoing
process that requires periodic review and
follow up that should not be limited just to
the MOR process.
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Response Overview

Provide a complete and Timely Response
* Timeframe for responding:
30 days from the date of the MOR report.

e Consequences for not responding on time:
 HUD is required to flag Owner/Agents that do
not provide a response within 30 days.

e Appeal process:

* Owner/Agent has the right to appeal a below
average or unsatisfactory overall score, and it
must be received within 30 days from the date
of the MOR report.
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Response Overview

How do you provide a complete response?
e Your response needs to include all items asked for in the
corrective action for each finding.

* Each finding needs to be addressed whether it has been
completed or not. An explanation must be provided
along with the progress on each finding that has not been
completed.

e Your response needs to include a cover letter and all
supporting documentation, summaries, and written
certifications requested for each finding.
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Top 10

EIV reports (both master file reports and tenant file reports) not
being printed/maintained as well as documented when required.
EIV policies and procedures do not include all required items.
Missing or insufficient verification of one or more factors.

File not documented when 3™ party verification is not used.
Calculation errors (annual amounts and asset value/income).
Missing screenings required in the Tenant Selection Plan and/or
not screening for criminal or sex offender registration in all states
the applicants have resided in.

Document/Form Errors (missing, not correctly/completely filled in,
and/or not current version).

Waiting list errors (missing information & insufficient comments).
Not marketing in accordance with the AFHMP.

Excessive vacancy and/or vacancy lengths.



Questions

Will NTHDC be asking for the police reports?

Answer: Yes. Question 2 a. on the HUD 9834 requires
the reviewer to list any incidents that have occurred in
the past 12 months.

| 2. Security

a. Indicate whether anv of the events below have been documented in the last twelve months, and the frequency of the event(s).

Event Frequency Event Frequency
[] Break-Ins [ Arrests
[] vandalism [] Drug Activity
L] Auto Theft L] Other (please specify):
[] Personal Assaults [] None
Comments:
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Presenter
Presentation Notes
And based on the type and number of incidents, we will want to know what actions you have taken or are currently undertaking to curb or prevent some of these incidents. For example, additional security? Eviction of tenants responsible for crime? Etc. 


Questions

Will NTHDC be asking for the EIV reports?

Answer: Yes. We are going to review your master file,

EIV reports in the tenant files and you EIV policies and
procedures.

| 2. Security

a. Indicate whether anv of the events below have been documented in the last twelve months, and the frequency of the event(s).

Event Frequency Event Frequency
[] Break-Ins [ Arrests
[] vandalism [] Drug Activity
L] Auto Theft L] Other (please specify):
[] Personal Assaults [] None
Comments:
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Presenter
Presentation Notes
Now is a great time to review your EIV policies and procedures to ensure that you are running and storing reports in a compliant manner. 
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