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Management & Occupancy Review 

(MOR)

According to the HUD Handbook 4350.1, Chapter 6:

• Contract Administrators are responsible for 
assessing the management and oversight of 
housing projects and for ensuring that owners 
comply with the requirements of the HAP 
contract.

• Refer to HUD form-9834 for complete review 
checklist 



Management & Occupancy Review 

(MOR)

Federal Register January 14, 2015 –

• HUD is proposing to revise the regulations 

that govern MORs for Section 8 HAP projects 

to provide consistency across programs and 

allow HUD the flexibility to set a schedule that 

is more in line with the needs of the program. 



Management & Occupancy Review 

(MOR)

• Per the FR 1/14/15 - MOR Schedule to be based 
on:
– A HUD risk-based management model

HUD may independently inspect project operations and 
units at any time.

Equal Opportunity reviews may be conducted by HUD at 
any time.

Still waiting for final ruling to be released.



Management & Occupancy Review 

(MOR)

• 2016 – In May HUD reinstated MORs and KHC 

has agreed to conduct a limited number of 

reviews from June to December.

– HUD staff are still conducting reviews as well.

• 2017 – No plan has been approved by HUD at 

this time. We expect this to happen in the fall 

of 2016.



What do you need to be prepared?



What you need to get prepared

• Check your bulletin board to ensure that all 

required information is posted. 

– Fair Housing Poster

– AFHMP (up to date?)

– Hours of Operation and Emergency Numbers

– TSP

– KHC Contact Poster





Fair Housing Poster

• HUD-9834 page 8 of 18: 

Section 14 question o and p. 

Is the fair housing sign posted 

in the rental office? Is the FH 

logo included in advertising?

• HHB 4350.3 Chapter 2-5E



AFHMP

• HUD-9834 page 8 of 
18, Section 14n. 
Does the advertising 
comply with existing 
AFHMP?

• HHB 4350.3 Chapter 
2-5 and Chapter 4-
12

• HUD Memo issued 
9/22/14



Emergency Numbers

• Section 25 General Management:

– f. Are there signs enabling persons to locate the 

office?

– g. Are after hours and emergency telephone 

numbers posted?



TSP

• HUD-9834 Section 14, 
Application Processing 
and Tenant Selection 
Plan, page 7 of 18 
question g. Does the 
o/a have a written TSP? 
contain all required 
criteria from Chapter 
4?

• HHB 4350.3 Chapter 4



KHC Contact Poster

• In 2015 we changed our phone number for 

the Project-Based Contract Administration 

staff:

(804)-797-5078 Toll Free in KY Only

(502) 564-4577

Need a copy? Call extension 701 or email us at 

sbrown@kyhousing.org





What you need to be prepared

• Inspect the property for trash/debris.

• Consider closing the office for the day.

• Prepare a space for KHC staff to work while 

reviewing files.

• Have documentation ready for review (refer to 

the notification letter and the attached 

Addendum C).



MOR Notification

• KHC staff will contact you by phone or e-mail to 
schedule review.

• You will also receive a formal notification Letter 
noting the date/time.

• Letter will include a list of information that must 
be made available and will also include the HUD-
9834.
– Owner must completed & sign the Addendum B prior 

to the review so that this document can be turned in 
to the KHC reviewer the day of the MOR.



On the Day of the Review

• KHC staff will:

– Arrive at the property at the agreed upon time.

– Request that the required documents provided with 

the notification letter be made available for review.

– Provide staff with list:  Items Needed Today for Review 

and Addendum C.

– Provide staff with a list of current tenant files and 

move-out files that will be reviewed for compliance.



Documents Requested for Review



File Sampling Requirement
see section 22 Summary of Tenant File Review page 11 of 18



HUD-9834 – Desk Review

• Question 42: Are monthly rental subsidy vouchers 
submitted on time?

• Question 43 Is the o/a submitting tenant certification 
data to TRACS so support the voucher billing?

• Question 47 Does review of the EIV reports include info 
that needs a resolution? 

– This is just the first of many question regarding EIV!

• Question 51 Review complaints, congressional inquiries etc.
– New Initiative at HUD regarding Tenant Inquiries – watch for this.



Tenant Selection Plan



Rental Application



AFHMP



Waiting List Master Log & Applications



HUD-9834 On-site Review

• KHC staff will walk the property to observe 
general appearance and will ask about:

– REAC follow up

– Property Security, any concerns?

– Conduct tenant interviews and visit units with 
level 3 findings and visit a minimum of 2 vacant 
units (per an MOR - FAQ issued by HUD).

– Ask about LBP and obtain copy of certification



HUD-9834 On-site Review

• Preventive Maintenance & how often completed

• Review a list of inventory or review system.

• Review a written procedure for inspecting units.

• Review a written procedure for completing work orders 

including written procedure for emergency work orders.

• Review documentation by unit with information on 

appliances.

• Review sampling of work orders.

Category C. Maintenance and Standard Operating Procedures



HUD-9834 On-site Review

• KHC will not conduct a review of the Category D. Financial 
Management/Procurement.

• However, HUD staff are still conducting MORs (as well as 
KHC) and per the HHB 4350.1:

Note:  HUD staff are required to review the annual financial 
statements as part of monitoring project operations.  The Financial 
Assessment Subsystem (FASS) collects the data, however, it is the 
Project Manager’s responsibility to review the FASS printouts (including 
the Notes) to determine the owner/agent’s compliance with HUD 
requirements. 



HUD-9834 On-site Review

Category E. Leasing and Occupancy:

• KHC will ask to review your master waiting list log and 
compare this to your applications on file.

• Application must include:
– Whether the applicant or any member of the applicants 

household is subject to state lifetime sex offender registry

– Listing of states where the applicant and members of the 
household have resided

– Disclosure of SSN for the applicant and all members

– Owner must include as an attachment to the application form 
HUD-92006

HHB 4350.3, Chapter 4-14    and    HUD-9834 Section 14



HUD-9834 On-site Review

Section 14 Application Processing and Tenant 
Selection:

• KHC will review information on preferences, 
extremely low income targeting and screening.

• Are you handling applications consistently, 
moving folks in order and according to your TSP? 

• What about in-house transfers?
HHB 4350.3, Chapter 4-14    and    HUD-9834 page 7 of 18



HUD-9834 On-site Review

Section 15 Leases and Deposits:

• KHC will review leases and security deposits.

– Other charges approved by HUD?

– Rents collected and policy on late fee in 

compliance?

– Damages caused by tenant charged to tenants?
This information reviewed at the same time as current tenant files.



HUD-9834 On-site Review

Section 16 Eviction/Termination of Assistance Procedures:

• KHC will review a random sampling of eviction files.

– Are tenants notified of termination?

– Documentation in the file to show reasons?

– Notices sent timely?   

– Right to request meeting (10 calendar days)?

HHB 4350.3 Chapter 8 – Owners must enforce the lease and house rules, and if 
lease obligations are not fulfilled, initiate termination proceedings to guarantee 

the other residents’ health, safety, and peaceful enjoyment of the property.

Note: Addendum D must be completed to identify any eviction due to household 
member subject to a state lifetime sex offender registration.



HUD-9834 On-site Review



HUD-9834 On-site Review

Section 17 EIV System Access and Security 
Compliance:

• KHC staff will review:

– Owner approval letter for access to EIV

– CAAF/UAAF – initial and current

– Signed copies of Rules of Behavior for those not using 
system but accessing reports

– Annual Security Awareness

– Written security policy and procedures



HUD-9834 On-site Review

Section 18 Compliance with using EIV Data and 
Reports:

• KHC staff will review:

– Master reports for documentation of use and taking 
appropriate action to correct discrepant data

– Are these being ran according to HUD requirements 
and o/a policy?

– Other reports maintained in tenant file in compliance 
with policy.



HUD-9834 On-site Review

EIV Findings are a common MOR issue 
• No evidence that the O/A was using the EIV system.  The last 

reports in the file were for 2011.

• No evidence that the Income Discrepancy Report or the No 
Income Report was printed at the time of the certification.

• No evidence that the O/A was using the Existing Tenant 
Search Multiple Subsidy, Identity Verification Reports, 
Deceased Tenant, or the New Hires Reports in the EIV system.

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

� HHB 4350.3, Chapter 9, Paragraph 9-8, Paragraph 9-12, Paragraph 9-19 
and Paragraph 9-20.



HUD-9834 On-site Review

EIV Findings Cont’d

• The Failed EIV Pre-Screening report is not being placed in the Master File.  
This monthly report must be maintained in the master file.

• The EIV report indicates the SSN on “Tin Man” failed pre-screening.  
Management needs to obtain a copy of the social security card and 
correct the error on the HUD 50059.

• There was not a copy of the Owner’s approval letter authorizing the 
coordinator, Dorothy of Kansas, access to the EIV system as the EIV 
Coordinator.  A copy should be placed in the EIV Master File.

• The move-in files reviewed did not contain evidence that the Income 
Report was ran/pulled and reviewed within 90 days after the transmission 
of the move-in certification to TRACS.



HUD-9834 On-site Review

Sample Report Finding:

� Condition:  Management is not using the Enterprise Income Verification (EIV) 
System. EIV reports are not being pulled and maintained in a master file and/or 
tenant file.

� Criteria:  Per HUD Handbook 4350.3, REV-1, Change 4, Chapter 9, Paragraph 9-19.  
O/A’s are required to use EIV in it’s entirety as a third party source to verify tenant 
employment and income information to reduce administrative and subsidy 
payment errors.

� Cause:   Lack of training and adequate supervision.

� Effect:  Failure to use EIV will result in a 5% reduction in the voucher payment for 
the month following the date the violation  was found and each subsequent 
voucher payment until the violation is cured.

� Corrective Action:  Provide a corrective action plan on how management will use 
EIV reports.  Provide a copy of written policies and procedures manual governing 
EIV.



HUD-9834 On-site Review

21. Tenant File Security
• KHC will ask to see if tenant files and EIV information is kept locked and 

secured in a confidential manner.

– Is information being properly disposed of?

– Document retention in compliance?

• During the MOR review we ask that other persons not be in the room 

while going over tenant file information on the day of the review. 

– Recommend to lock the office during this time

– Maintenance staff may not need to be present while reviewing 

confidential tenant file information.



HUD-9834 On-site Review

• Tenant File Review – See Addendum A



HUD-9834 On-site Review

23. Tenant Concerns

• KHC will ask to review:
– Written procedure for resolving tenant complaints or concerns. 

– What about appeals?

– Is there a tenant organization, neighborhood networks, service 
coordinator, services offered

– Does the o/a offer renter’s insurance

– Is the project staff able to adequately perform management and 
maintenance functions?

– Staff trainings? Policies and Procedures (access to current HUD 
policy and procedures) How does the o/a implement changes?



Addendum A – Tenant File Review 

Worksheet

There are 4 types of review:

• Applicant Rejection

• Tenant Move-in

• Tenant Move-out

• Certification/Recertification



Addendum A – Applicant Rejection

• KHC will review a sample of rejected applications.

– Was a formal notice sent to the applicant?

– Was is clear the reason for the rejection?

– Were they given opportunity for appeal?

– Is it clear in your policy that a third party must review 

and make final decision on appeals?

HHB 4350.3, Chapter 4-14    and    HUD-9834 Section 14



Addendum A – Tenant Move-In

• KHC will review a sample of recent move-in files for the 
following:
– Was proper eligibility determined and tenant screened 

according to policy?

– All one-time documents obtained?
• Birth certificate

• SSN

• Citizenship

• Race/Ethnicity

• Disability status

– Move-In Inspection completed and notes included

– Signature and Dates on all necessary forms



Addendum A – Tenant Move-In

Move-in File Review Cont’d

• KHC will review the following:

– Income/assets/allowances properly verified and 
calculated?

– Consent forms and 92006 forms obtained?

– EIV system used properly?

– Leases/House Rules/Fact Sheet/Resident Rights/EIV 
and You Brochure/LBP

– Tenant Rent/Security Deposit/Subsidy/UA 



Addendum A – Tenant Move-Out

Move-out File Review 

• KHC will review the following:
– Tenant Notice of Intent to Vacate?

– MO Inspection completed timely and tenant given 
opportunity to attend?

– Security deposit refunded within 30 days?

– List of damages/charges to tenant provided? Security 
Deposit Disposition.

– Tenant move-out date documented in file match the 
date transmitted through TRACS?



Addendum A - Tenant Move-out

HHB 4350.3 Chapter 8-10 Allowable Use of Security 
Deposits 

• If a tenant fails to pay the required rent or if there are 
tenant damages to the unit, an owner may use the 
tenant’s security deposit to pay the outstanding rent 
and/or damages. Any remaining funds must be paid to 
the tenant. An owner must follow the requirements 
and guidelines for security deposits and other charges 
outlined in paragraph 6-18 regarding the refunding and 
use of the security deposit.



Addendum A –

Certification/Recertification

Interim Recertification and/or Annual 

Recertification

• KHC will review the following:

– Were the proper notices given timely?

– Was a 30-day notice of rent increase given?

– Certifications completed timely and accurately 

and signed/dated by all parties?



Addendum B

• HUD requires that PBCA forward Part A of Addendum B to the 
owner/agent when scheduling an on-site review and to enter the 
information into the iREMS system.

• The owner or a principal in the ownership entity should sign the 
certification. If someone is signing on behalf of the owner, they 
must have power of attorney. (see MOR – FAQ document 5/5/06)

• If an owner does not sign or complete the information on 
Addendum B, the reviewer is required to issue a 10-day letter 
requiring the owner to submit the completed Addendum B. MFH 
staff is required to monitor the 10-day timeframe. If information is 
still not received, MFH staff is required to flag the owner in APPS.



Addendum C

• Have all the required documents ready and 

available prior to the review.

• Review to ensure all policies and procedures 

and documents have been updated and are in 

compliance with any new changes.

• Latest versions available?





Addendum D

• State Lifetime Sex Offender Statistics

– Be prepared to provide this information.



Other – MOR Recommendations

• Implement a “Resident File Checklist”

• Develop a system that works for you

• Use colored sheets of paper to separate 

Interim & Annual Recertifications

• Secure loose documents in the file

• Place one-time documents on one side of the 

folder.



Other – MOR Recommendations

• Be informed and share information with staff 

on new HUD regulation changes.

• Some recent issues we noticed:

– SSN requirements not followed or outdated policy

– AFHMPs reaching the 5 year mark.

– EIV reports not being ran according to policy.

–



Other – MOR Recommendations

• Review Chapter 6 of the HHB 4350.1
– Overview of the Purpose of an MOR

– Requirement to use the HUD-9834

– PBCA and Owner requirements are outlined

– Information on ratings and completing the Summary 
Report.

– Information broken down by section of the HUD-9834 
to reference back to the Statutory/Regulatory 
Requirements

– Appendix 2 - FAQs



MOR Summary Reports
• KHC will send a Summary Report to the owner with in 30- days of 

the date of the MOR. 

• If there are no deficiencies noted, no additional action is required 
by the owner/agent.

• If there are deficiencies noted the owner must take action to 
resolve.
– Targeted Completion Dates (TCD)s must be noted for all deficiencies 

identified during the review and may not exceed 30 calendar days.

– Owners must provide documentation to support the deficiencies were 
correct by the TCD.

– If additional time is needed the o/a must submit an action plan within 
30-calendar days.

• Owner’s are required to send their response within 30 days of the 
date of the audit cover letter (Summary Report).



MOR Summary Reports

• Appeal Procedures

• If an o/a receives a “Below Average” or 

“Unsatisfactory” overall rating the o/a may 

appeal the rating using the process outlined in 

Chapter 6 of the HHB 4350.1. 



MOR Resources

• HUD Handbook 4350.1 – Chapter 6

• HUD Handbook 4350.1 – Appendix 2 - MOR – Frequently Asked Questions 
Document

• HUD Handbook 4350.3 – Know your Occupancy Rules – Get Training!

• HUD 9834 – Review It!  Latest version released 06/2016.

• HUD Notices:  
http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudcli
ps/notices/hsg

• RHIIP: 
http://portal.hud.gov/hudportal/HUD?src=/program_offices/housing/mfh/rhiip/m
fhrhiip

• Section 8 Contract Administration (currently under construction):  
http://portal.hud.gov/hudportal/HUD?src=/program_offices/housing/mfh/rfp/sec
8rfp



MOR Resources



Additional Resources

• There is an APP for that!

– AHR – Affordable Housing Resource

• IRC 42 HUD Income Exclusions

• HUD 4350.3 Technical Advice Memos

• 8823 Guide


