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Streamlining Compliance in Oregon Affordable Housing

[bookmark: _GoBack]	 March 23, 2016

Agent Contact
Management Company
Street Address
City, State, Zip 

Re:   (Year) Streamlining Review – Property Name (OR#)

Dear (Agent Contact):

This letter serves as confirmation that a joint monitoring compliance review for the above-referenced property has been scheduled for (date) at approximately (time). Please provide all day notification to all tenants.

Physical Inspector will be (name. The physical inspection portion of the review will include a minimum of 20% of the units selected at random and an inspection of the entire property, including property grounds, common areas, office, maintenance work areas, laundry rooms, community rooms, etc.  Please have the Administrative Notebook available for review on-site.

File Auditor will be (name). The file audit portion of the review will be conducted electronically by Compliance Officers at the OHCS office and will include at least 20% of the current resident files, waiting list, resident selection plan and affirmative marketing.  Instructions for Google Account Setup and electronic file sharing are enclosed and can also be located on the OHCS website at: http://www.oregon.gov/ohcs/Pages/asset-management-resources.aspx

This inspection is part of the Streamlining Compliance Initiative, jointly sponsored by Oregon Housing and Community Services (OHCS), the cities of Eugene, Salem, Portland, along with Clackamas and Washington counties. This inspection will meet program requirements for OHCS and participating lenders of the above-referenced property. The intent of the Streamlining Compliance Initiative is to eliminate redundant monitoring, reduce the cost of compliance for all parties involved, and to reduce the intrusion on the residents of your rental housing units. During this visit, we will be checking to ensure that your property complies with its Contracts and Regulatory Agreements.

It is required that all residents be given written notice at least 24 hours prior to the inspection date. Notice must be provided for all day not a specific time. A sample Resident Notification is attached with suggested wording.  Please distribute it on your organization’s letterhead to each unit and post in all common areas.  The monitoring team will need one copy of this written notification when they arrive on site.  To help reduce resident concerns, please let them know that we will be inspecting and evaluating the overall condition of the property and a random sampling of units.  It is not necessary for the resident to be present during the inspection; however, a staff member must be available to accompany the inspection team and must be present at all times.  

Please realize that these inspections may take several hours, so make arrangements to have the escort(s) available for the duration of the inspections (this may interfere with normal scheduled break and lunch times).  The inspection will include all common areas of the building’s interior and exterior; maintenance, storage and mechanical rooms; plus the sampling of units.  The escort(s) should have keys readily available for all of these areas.  Units are randomly selected and may not be disclosed to management in advance of the inspection; therefore, all residents must be notified and all keys made available.

To avoid non-compliance inspection findings, it is advised that all units be pre-inspected for physical deficiencies.
The following information should be available at the time of the inspection:
· Completed Checklist items from page 4 of this notice
· Administrative Notebook 

The following items must be submitted to the Auditor prior to the inspection:
Included with this letter are a HOME Monitoring Report, Resident Services Program Report and Management Review Questionnaire.   Please complete these forms and return them with a rent roll indicating: resident name, current household income, unit size, unit rent, current utility allowance and move-in dates.  Also, please indicate which of the move-in’s for the past twelve months were transfers.  In addition, the following documentation must be provided:
· Vacancy report for the past twelve months including move-out, turnover and move-in dates 
· Utility Allowance Source Documentation
· Resident Selection Plan that includes procedure for HOME reassignment (i.e. when the household income of a resident in a HOME unit exceeds 80% of AMI)
· Waiting List
· Affirmative Fair Housing Marketing Plan (AFHMP) if updated in the last 12 months

The above-listed documentation must be submitted to (Auditor) at CO.Name@oregon.gov no later than DATE.  Please contact me at Phone# or by e-mail at email@oregon.gov if you have any questions.

At the time of our visit, we will provide you with additional instructions if needed regarding files and forms that may need to be submitted including any 72-hour Immediate Action Items found, supplemental tenant data or financial reports). Contact either your Physical Inspector at (email & phone) or File Auditor at (email & phone) if you have any questions.

Sincerely,

(Physical Inspector or Auditor Name)
 (Agency)
Enclosures
cc:	Owner
	Funder
	Funder

Explanation of Inspection Requirements:   The inspection will include a check of operating certificates on equipment & systems.  These certificates and paperwork need to be verified at the time and date of the scheduled inspection and the property manager is responsible for providing them at that time.  No other paperwork will be accepted to satisfy the needs of this requirement.

Boilers:  Only applies if there are water boilers on site for the purpose of providing hot water for consumption or heating purposes.  They need to have current operating certificates provided by appropriate authorities.

Elevators:  Only applies if there are elevators on site.  They need to have current operating certificates provided by appropriate authorities.

Fire Alarm Systems:  Only applies if there is a centralized fire alarm system on site.  Inspection or maintenance paperwork performed on this system within the past 12 months by a local fire authority or alarm company.  This does NOT pertain to units’ individual smoke detectors.

Lead-Based Paint Study:  Applies if the property was built/rehabbed/renovated prior to or during 1978. If your property is exempt from the Lead Based Paint Rule and falls into one of the categories listed at 24 CFR 35.115, please submit documentation to the streamline inspector. If your property does not meet one of the federal exemptions, you must provide the re-evaluation report. Include the name of the certified lead inspector, their certification number and the expiration date.

Sprinkler Systems:  Only applies if there is a centralized sprinkler system on site.  Inspection or maintenance paperwork recently performed on this system within the past 12 months by a local fire authority or sprinkler company.  This may be combined with the fire alarm system paperwork in some buildings.

Generator Test Records:  Only applies if there is an emergency electric power source on the property.  Our inspection criteria will require us to visually verify run-up records.  

Resident Notification:  The property manager will need to individually notify each resident of the upcoming inspection at least 24 hours prior to the scheduled inspection. 



CHECKLIST
Please have the following information available for review at the time of the inspection:

· A copy of the Capital Needs Assessment for the property (if available) and information on what capital needs were completed in 2012 and planned for in 2013.
· A site map that includes Building Identification Numbers (“BIN”) and north/south indicator 
· A copy of the Lease and Addendums. 
· A copy of the tenant notice. 
· A copy of the Marketing Plan for this property.
· A copy of your Resident Selection Policy.
· A copy of the last fire extinguisher inspection
· If you have units set-aside for Permanent Supportive Housing as a part of your property’s financing, please provide copies of the social service provider agreement.
· Current certifications if applicable.
	CERTIFICATE:
	YES:
	NO:
	N/A:
	Certification Date

	Boilers	
	|_|
	|_|
	|_|
	

	Elevators 		
	|_|
	|_|
	|_|
	

	Fire Alarm Systems	
	|_|
	|_|
	|_|
	

	Lead Based Paint Study	
	|_|
	|_|
	|_|
	

	Sprinkler Systems	
	|_|
	|_|
	|_|
	

	Generator Test Records	
	|_|
	|_|
	|_|
	



Please answer the following questions.
1. Project built pre-1978?   Yes   No
2. Evidence Lead Based Paint disclosure or pamphlet was provided to tenant?   Yes   No
(Regardless of answer proceed to question 3.)
3. Do Lead Based Paint requirements apply?  Yes   No 
If Yes, proceed to question 4. 
If No, explain why? (See 24 CFR 35.115 for a list of exemptions) 				
													
4. Evidence or report that annual Lead Based Paint ongoing re-evaluations are being completed?  Yes   No 
(examples: 24 hour notice to inspect, notice to tenant of upcoming inspection for lead, findings or results, etc.)  



Sample Resident Notification


Attention:  Residents of:  <<Name of property>>

From:   ________________________________________

Subject:  Notice of Oregon Streamlining Compliance Monitoring Inspection

Representatives from several public lenders listed below will be performing an inspection at this location as required by the funding that was used to finance this property.  The funders of this property are working together in a streamlined compliance process that is designed to reduce the redundant reporting and monitoring of affordable housing, and to reduce the number of unit inspections for the residents.

The inspection will be on <<day of week>><<date>> during the hours of 8:00 a.m. to 5:00 p.m.  
This is a required inspection. However, you do not have to be present if your unit is selected.  
A representative from our organization will be accompanying the inspector(s) at all times while they are in the units.  

All common areas of the property, as well as a random sampling of units will be included in the inspection. The units to be selected are chosen at random, and will not be determined prior to the day of the inspection. This inspection will also include a review of tenant files, as required under our financing agreements.  

The inspector will be testing smoke detectors in the selected units during the inspection.  Please do not be concerned about routine alarm sounds during the inspection.

If you have any questions please contact me by phone at <<phone number>>.

Thank you,
<<Name of Site Manager or Contact Person>>


List of participating lenders:
	1.
	2.
	3.
	4.


Streamlining Confirmation Letter (REV 3/2016)
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