Portland
Housing Bureau

PHB Requirements for Property Management Agreements between

Project Owners and Property Management Agents

Per the Portland Housing Bureau (PHB) standard regulatory requirements, “The Project will be managed by
Owner according to an asset management plan, approved by PHB, or if managed by an agent of Owner, such
agent will be appointed subject to the approval of PHB.”

To ensure that the Property Management (PM) agent has sufficient guidance to perform management of the
project in compliance with its regulatory and loan requirements, PHB has developed this document. Its
purpose is to:

1. Assist owners in their review of any Property Management Agreement (PMA) or Addendum to the PMA
before execution of the final agreement.
2. To assure PHB that the PM has clarity on their regulatory responsibilities on behalf of ownership.

This form must be submitted to PHB, along with other forms required for a change in Property Manager, prior
to contract execution.

Upon receipt, PHB’s Risk Analysis and Compliance team will review the PMA and any addendums to ensure
they meet these minimum standards for management change approval.

*Any non-PHB document referenced in the tables below must be provided with this form.

Ownership Representative

Name: Position:
Organization: Date Completed:
Required Element Document Page #

Defined roles of owner agents

Defined roles of property management agents

Owner’s performance goals and performance standards
PHB affordability requirements for the project (e.g. total
regulated units, unit mix, affordability levels)
Requirement to use HUD/OHCS/PHB rent limits to
determine max rents

Requirement to use utility allowances to calculate max
rents

Guidance on implementation of rent increases,
including requirements to adhere to local, state and
federal laws

Continued on next page...
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Required Element Document Page #
Annual PHB reporting requirements including reporting
deadlines (October 1% for June 30 year-ends and April
1t for December year-ends)

Marketing, including AFHMP requirements (for projects
with 5 or more units)

Maintaining property health and making necessary
repairs (e.g. meeting ownership’s property standards,
service request/repair response times)

Unit inspection requirements (e.g. HOME, OHCS, self-
inspections)

Managing property finances to ensure continued
financial viability and operation as affordable housing

Operating budget and operating account disbursements
(guidance on use of operating funds)

Use of Operating Reserve & Replacement Reserve
Accounts (as applicable)

Use of rent collections and other accounts receivable

Accounting and bookkeeping requirements

Insurance requirements

Record keeping requirements, including a description of
tenant, property, and marketing files that must be
maintained, for how long, and who has access

Legal enforcement provisions (how the owner will
enforce the agreement if the PM does not comply with
its terms or meet performance standards)

Conditions under which the agreement will be
terminated and requirements for the PM to complete
PHB required reporting up to the date of contract
termination regardless of which party terminates the
agreement

Though not specifically required within the PMA, it is highly recommended that owners provide the PM
guidance and resources on additional management and compliance related information. Has the following
information been provided to the PM in any form?

Recommended Elements Yes | No Doc Provided Date
Provided

PHB Regulatory Agreements, Loan Agreements, Promissory [ ]

Notes etc. ’7

Continued on next page...
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Recommended Elements Yes No Doc Provided Date
Provided

Links to the PHB Risk Analysis and Compliance webpage
Guidance on how to income qualify households prior to move-in |
Recertification requirements (e.g. household income changes,
annual recertification)

Tenant selection terms, including occupancy goals, application
process, and tenant selection procedures

Required lease terms, (e.g. length of lease, prohibited lease
clauses, final lease approver)

Lease enforcement, including PM’s responsibility for monitoring
tenant compliance with leases, definition of “good cause” for
tenant evictions, limits on evictions for rising incomes, eviction
process

Regular meetings scheduled between owner agents and PM
agents

Fair Housing Policies

Ownership’s unit turnover timeline goals

Ownership’s vacancy and occupancy goals

Ownership’s rent collection goals and standards

] ]
T

OFFICE USE ONLY

RAC Coordinator:

Received Date:

Approved?: Yes [] No []

If not approved, note changes that must be made for approval:

Return for approval by:

Approved Date:

Coordinator Signature:
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