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Management Company Capacity Review 
Management Company:
Contact person:
Email Address:
City/State/Zip:
Phone:
When completing this form please use N/A if a question is not applicable to your company.  
Section I - General Information 
         Note: Text boxes in this form will expand to include your full answer once entered.   

  A.  Is the management company a subsidiary of another entity?    
B.  How many years has the management company been active in affordable housing  
management?  
C.  Provide the name, address, and contact information for the properties the management    
company will be managing.  
D.  
Describe the management company's experience in managing residential real estate.  
Is the management company in good standing with OHFA programs?  
If no, describe the good standing issue(s) and what is being done to address the issue(s).
E.  
Has OHFA ever recommended that the management company seek additional training or technical assistance? 
F.  
Describe the types of services and amenities provided at the communitites managed by the management company.  Provide pictures, brochures, and other materials as appropriate.
G.  
Describe any special needs populations, to include elderly, the management company has served.  What were critical factors in successfully serving these populations?
H.  
I.  
Describe the management company's customer service philosophy.  
How does the management company receive and act upon feedback from customers, employees, vendors, and others?
J.  
Describe the types of self monitoring policies and procedures implemented by the management company.
K.  
Is the management company properly incorporated in Ohio?
L.  
Does a management company representative hold an Ohio Real Estate Broker's license?
M.  
N.  
Describe the management company's employee training and development program.  
Does the management company use the web to market its properties?  
If yes, please provide a description of the management company's use of the web to market its properties.
O.  
P.  
What services can a resident access throught the management company's website?  
Are managed properties registered in the Ohio Rental Housing Locator?
Q.  
Describe the management company's recordkeeping requirements.  What measures are in place to ensure resident information is safe and secure?
R.  
Disclose any management contracts terminated or not renewed in the last two years.  Describe the reason(s) why any contracts were canceled or not renewed.
S.  
A.  Please complete the following chart to reflect the number of tax credit properties and
units that the management company currently manages both in the state of Ohio and out of state.
Section II - Management Company Experience and Performance
In-State 
Out-of-State 
Properties 
Units 
Has management or any of its personnel ever been involved in governmental or judicial 
action concerning a violation of Fair Housing Laws?   
If yes, please provide details:
experience and performance.  
B.  Please answer the following questions regarding the management company's  
Has a project for which the management company is a principal been involved within the past 10 years in a bankruptcy, adverse fair housing settlement, adverse civil rights settlement or adverse  federal or state government proceeding and settlement?   
If the application for low income housing tax credits involves rehabilitation of existinghousing units, does the management company have experience with the federal Uniform Relocation Act?   
Has the management company ever been debarred or received a limited denial of participation in the past 10 years by a federal or state agency from participating in a development program?   
Has a project for which the management company is the principal been in a mortgage default or arrearage of three months or more within the last five years on a Federal Housing Administration  (FHA) insured project, Rural Development (RD) funded rental project, tax exempt bond funded mortgage, agency loan, tax credit project or any other publicly subsidized project? 
Has the management company been involved within the past ten years in a project which received an allocation of tax credits but failed to meet standards or requirements of the tax credit allocation or failed to fulfill one of the representations contained in an application for tax credits? (This includes  returning an allocation of tax credits to the agency after the carryover agreement has been signed)   
Has the management company been found to be directly or indirectly responsible for any other project within the past five years in which there is or was uncorrected noncompliance more than three months from the date of notification by the Ohio Housing Finance Agency (OHFA) or any other state allocating agency?   
If yes, please provide details:
Housing Credit Certified Professional (HCCP)          
C.  Which of the following certifications does the management company require (on-site) 
managers to obtain and maintain through continuing education. (check all that apply)
Certified Credit Compliance Professional  (C3P)       
Tax Credit Compliance System (TaCCS)               
National Compliance Professional (NCP)                
Tax Credit Specialist (TCS) and (eTCS)                  
Specialist in Housing Credit Managament (SHCM)                 
None of the above                 
D.  List the other qualifications the management company requires for resident (on-site)

  1.  Education:  __________________________________________________________   

  2.  Previous Experience:  __________________________________________________   
3.  Other:  ______________________________________________________________  
managers
The following sections are to be completed only by management companies that are not presently managing Tax Credit properties in Ohio.  
 
Note: All management companies must sign the certification on the last page of this form.
A.  Identify any common interest or ownership between the property owner and the management  
company.  
Section III - Additional General Information
B.  Describe the lines of authority, responsibility, and accountability within the management  
company.  Such as Asset Management, Compliance, and Leasing.  
C.  Describe the oversight that will be provided by the management company to ensure program
compliance with the tax credit program and other housing properties as it relates to eligibility and record keeping.  
D.  
Describe the type and frequency of tax credit training that will be provided to on-site staff.  
List the position(s) responsible to carry out the functions of eligibility determination, resident selection, unit assignment, and certification. 
E.  
F.  Describe the level of knowledge the person(s) performing the tasks in the previous question is  
expected to possess.  
G.  Describe the screening tools that will be utilized to ensure eligible applicants are selected.   
Indicate whether credit reports, criminal history/background, and verification of previous 
rental history will be used.  
H.  If applicants are subject to meeting a minimum income, please identify the minimum(s);  
explain the selection method, and how it will be applied to certificate and voucher holders.  If 
you allow mitigating circumstances to override this decision, please describe.   
I.  Identify the minimum initial lease period required, and the method of subsequent renewals  
(month to month, annual, etc).  
J.  
Describe the management company's experience with Affirmative Fair Housing Marketing practices.  
K.  
Describe the management company's policy for accepting Section 8 certificates and vouchers.   
A.  How often do management company executives or supervisors visit the developments?   
Section IV - On-Site Operations 

  B.  Has the management company or any of its personnel attended training provided by OHFA?   
Section V - Training  
A.  Does the management company provide Fair Housing training for your site staff?  
If yes, please provide the names and titles of all attendee(s), as well as the date of training.  If no, please describe plans to attend. 
I hereby certify that the information above and any attached explanation(s) is/are true and correct.  Iunderstand that any misrepresentation, false information or omission may result in disqualification ofthe application and any other involving the same owner(s), principal(s), consultant(s) and/or applicationpreparer(s).   
__________________________________                   ____________________________________ 
Signature 
Date 
__________________________________                   ____________________________________ 
Printed Name 
Title 
Please send this completed form to:
 
Office of Program Compliance
Ohio Housing Finance Agency 
57 E. Main Street, 2nd Floor 
Columbus, OH 43215
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