MFA MOR Document Checklist
Property:

Please utilize this list to prepare your documentation and response to the HUD-9834 Part Il On-Site Review.
Please provide the documentation for items 1-27 to MFA as soon as possible
(no later than five business days before the date of the MOR)

Documents Received Not Comments
provided
A General Appearance (pg. 1)
1 Crime Stats Summary or Calls [] [] A2a
for Service/PoIice Reports Complete the information on the MOR Data Sheet
B Follow-Up & Monitoring of Project Inspections (pg.1-2)
2 EH & S Certification [] [] B3a
3 REAC Schedule of work to be ] ] B3b
completed based on any ‘open’
items
4 Lead Based Paint Certification [] [] B4
Lead Hazard Control Plan ] ]
C Maintenance & Standard Operating Procedures (pg. 2-3)
5 Preventative Maintenance Plan [] [] C5a
PM Checklist & Work Orders O O
(showing work is actually being
completed)
6 Inventory: Report/Policy/Tracking [] [] C5b
7 Unit Inspection Procedure |:| |:| C5d Ml insp. must state: “unit is decent, safe, sanitary condition”
8 Work Order Policy & Procedures [] [] C5i
Emergency policy ] ]
9 Work Order Log/Journal ] ] C3k
10 Unit Inventory Report D D [J Unit; [ date of purchase; [] manufacturer; [] model [] serial #
(Appliance records by unit) C5m
11 Vacancy and Turnover C6a: List all units vacant today: Ready: Not Ready:
E. Leasing and Occupancy (page 7-16)
12 Application for Rental ] ] El4a
13 Applicant Rejection Letter : : El4e 14 dayappeal request; arm’s length procedure; 5 day final decision
14 Tenant Selection Plan [] [] El4g
15 Waiting List ] ] E14h
16 Income Targeting Tracking Log [] [] E14I 40% ELI
17 Affirmative Fair Housing : : E14m [] posted in the management office? FH Logo?
Marketing Plan [ lastupdatedon
18 AFHMP Outreach |:| |:| E14n [] fair housing logo on published advertising materials?
19 Lease, Addenda, House Rules/ [] [] 15a
Community Policies, VAWA, etc.
20 HUD approval of lease addenda ] ] 15a
21 HUD approval for ‘other charges’ D D 15¢ approval letter and schedule of charges
22 Rent Collection Policy |:| |:| 15e [] posted in the management office
Late Fee Policy I:l I:l [ posted in the management office
23 Termination of Tenancy Notice [] [] 16a
24 Termination of Assistance [] [] 16¢
Notice
EIV Enterprise Income Verification (EIV) System Access and Security Compliance (page 9-11) E17, 18 & 20
All documentation must be available at the time of the MOR including properties utilizing a Servicer:
Initial and Current CAAF, UAAF. Current Cyber Security Awareness, Rules of Behavior, etc.
Missing /incomplete EIV documents - e-mail HUD Headquarters immediately to Terminate the Coordinator’s/User’s Access at the following address:
mf_alert@hud.gov Mandatory Use of EIV in its entirety Penalty applies.
EIV Master File must also be available
TRACS | TRACS - Monitoring and Compliance (page10) E19-20
All documentation must be available at the time of the MOR including properties utilizing a Servicer
F. Tenant/Management Relations (page15-16)
25 Complaints/Concerns D D 23a [] Incident/Grievance Policy
Procedures [J Section 504 Grievance policy
26 Renter’s Insurance Information [ ] [ ] 24
27 Current Rent Roll ] ] MFA will randomly select files and confirm vacancies
28 Addendum D State Lifetime Sex i i Document was provided with Visit Notice
Offender Statics -

Please assure the items below are available on site during the Management and Occupancy Review
All Tenant files and Records (including Rejected, Fact Sheet “How your rent is determined.”
Transfer and Move-Out files) “EIV and You”

“Resident Rights & Responsibilities”

HUD-52670 for the last 12 months Annual Unit Inspections
All Operating Procedure Manuals List of all current Principals and Board Members
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