Appendix XI-A


SAMPLE OUTLINE
(For preparing written monitoring policies and procedures) 
Monitoring Objectives


Identify goals and strategies



Highlight any areas needing special attention

Ongoing Monitoring



Minimum Level of Review




On-Site Monitoring




Remote (Office) Monitoring



Schedule of Reviews




Set-up annual schedule for monitoring



Identify Required Reports




From Owner / Management Company




By State Recipient



Monitoring Staff




Identify who will be responsible for monitoring

Compliance Requirements

Define “Finding” and “Concern”


Identify annual source of maximum HOME rents and income levels (i.e. 




   
HUD / HOME website; or for projects awarded HOME funds whose 





regulatory agreements specify AMI levels at which the rents were approved 




by the Department; the current year TCAC or MHP rent chart found on their websites.)  

Identify annual source of utility allowance schedule (i.e. local Housing Authority)



Define Program Rule (Initial Occupancy of Development)



Define Project Rule (During Affordability Period)



Specify method of Income Certification – 

Initial 92.203 (a) (1);

Annual 92.203 (b) (1); and




HUD Section 8 definition (24 CFR Part 5.609)

Conducting a Monitoring Visit



Schedule Site Visit 

Prepare & send site-visit notification letter at least 2 weeks prior to visit



Entrance Interview




Discuss purpose, scope, schedule of monitoring with owner/property agent



Areas to Review




Property Management Administration




Record-Keeping, Record Retention




Reporting





Management Plan Compliance





Tenant Selection Plan Compliance



Certification of Tenant Income, Assets, Household Size



Over Income Tenants in Fixed / Floating Units



Continued Occupancy Eligibility (HOME 20% Rule)
HOME Rents, Utility Allowance, Rent Increase



Affirmative Marketing, Fair Housing, Section 504





Form HUD-935.2A (AFHM Plan)





Form HUD-27061-H (Ethnicity & Race Data Collection Form)





Annual Affirmative Marketing Analysis Report





Fair Housing Compliance, Advertising, Signage





504 Accessibility, Adaptability




Property Standards, Annual Inspections, Maintenance



Occupancy Standards (Minimum and Maximum)



Lead-based Paint (if applicable)



Residential Lease




Standard “HOME Regulations” Statement





Lease Term





Termination of Lease





HUD Prohibited Lease Provisions




Regulatory Agreement Compliance





Continuation of hazard / liability insurance



Asset Management





Operating and Replacement Reserves





Proposed Operating Budget





Annual Report



Complete Checklists




Document information on checklists 



Project Inspections




HOME-assisted units




Public and Common Areas



Exit Interview




Discuss preliminary results of monitoring with owner/property agent




Identify Technical Assistance Needs

Prepare Monitoring Letter




Send to appropriate person(s), i.e., owner, property agent




Response required within 30 days

Follow-Up Activities



Corrective Action not met by deadline




Letter requesting response & stating consequences



Owner requests extension to correct deficiency




Letter denying & stating consequences; or




Letter approving, new deadline; or




Face to face meeting to setup strategy for resolving problems and





follow-up with letter



If response is unsatisfactory




Letter specifying additional actions required, deadline, consequences

Prepare Clearance Letter


All findings and concerns have been closed

Common HOME Compliance Issues

1)  Recertifications completed late


2)  Incorrect utility allowance used


3)  Owner does not collect acceptable forms of income/asset verification from households


4)  Smoke detector non-working


5)  Lease agreement doesn’t address HOME regulations


6)  In rental projects with 5 or more HOME-assisted units:

· Affirmative Fair Housing Marketing Plan (HUD-935-2A) not current or non-existent

· Correct HUD race and ethnicity categories not used

· Affirmative marketing information not collected or annually analyzed

7)  Project not in compliance with State Uniform Multifamily Regulations (UMRs), i.e.
·  Tenant Selection (Section 8305a)
·  Occupancy Standards (Section 8305b)
·  Tenant Recertification (Section 8306)


       For more information, go to:



http:/www.hcd.ca.gov/fa/MultifamilyRegs-Adptd092903.pdf
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