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How Long Should an Affordable Housing
Recertification Take?

A practical look at timing, workflow, bottlenecks, and what property teams can do to keep annual
certifications moving.
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The Short Answer

There is no single universal number of days that applies to every affordable housing recertification. A straightforward file
with a responsive household and readily available documentation can move quickly. A layered or complicated
household may require substantially more follow-up. The better question is not simply, “How many days did the file
take?” but, “Was the process started early enough, actively managed, accurately completed, and finalized before the
applicable deadline?”

The Recertification Clock Starts Earlier Than Many Teams Think

For HUD Multifamily annual recertifications, the process is designed to begin months before the anniversary date. HUD
Handbook 4350.3 provides for a first reminder at least 120 days before the anniversary date, followed by additional
reminders at approximately 90 and 60 days when the resident has not responded. That timeline is a strong reminder
that recertification is a workflow, not a one-day transaction.

A Healthy Internal Workflow

At HCA, we recommend separating the resident-facing compliance timeline from the staff processing timeline. Once a
household has completed the interview and supplied the documents needed to process the certification, the file should
move through a controlled workflow rather than sitting untouched in a queue.

HCA OPERATING TARGET: Once a complete package is received, straightforward

recertifications should be actively processed within days — not allowed to sit for
weeks.

What Actually Takes Time?

* Scheduling the resident interview and obtaining household cooperation.
* Collecting missing income, asset, deduction, student, or household-composition documentation.
* Resolving inconsistent or incomplete information.

* Calculating income, assets, allowances, deductions, rent, and assistance as applicable.
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» Reviewing EIV or other program-required verification information where applicable.
» Completing quality control and correcting errors before finalization.
* Obtaining resident and management signatures.

 Entering or updating the certification in property-management software and completing required transmission or
reporting steps.

Why Some Recertifications Take Longer

» Multiple employers or fluctuating income.

« Self-employment or gig income requiring additional analysis.

» Complex assets or real property.

» Household composition changes.

 Unreported income or discrepancies requiring clarification.

 Residents who repeatedly miss appointments or return incomplete documents.
* Layered programs with overlapping requirements.

« Staffing shortages, turnover, competing move-ins, inspections, audits, and day-to-day property demands.

The Difference Between Processing Time and Calendar Time

* A certification may require only a few hours of actual staff work but remain open for weeks while the team waits for
information.
* Track both the age of the certification and the reason it remains open.

* Use status categories such as resident documents pending, third-party information pending, staff review, quality control,
signatures pending, and ready to finalize.

* Escalate stalled files instead of allowing them to disappear into a general recertification queue.

What HCA Considers a Strong Operational Standard

For internal workflow purposes, HCA generally encourages teams to treat a complete recertification package as a
priority item. A straightforward file should move promptly through calculation, review, correction, signatures, and
finalization. More complicated files should remain actively managed with documented follow-up. HCA's service targets
may be considerably faster than the overall regulatory timeline; they are operational goals, not universal HUD or
state-agency deadlines.

The Warning Signs of a Recertification Problem
« Staff cannot quickly identify which recertifications are due in the next 30, 60, 90, and 120 days.

* Dozens of files are marked simply “pending” with no documented next action.
» Completed resident packets wait for staff processing.

* Certifications are routinely finalized at the last minute.

» One employee's absence causes the entire recertification process to stop.

* Late certifications are increasing month after month.

» Management cannot explain the size, age, and status of the backlog.

Housing Consultants of America www.housingconsultantsofamerica.com Page 2



How to Build a Faster, Safer Recertification
Process

Speed should never come at the expense of accuracy. The goal is to eliminate unnecessary waiting, duplicate work,
unclear ownership, and avoidable corrections.

1. Work From a 120-Day Pipeline

Build a forward-looking report so the team knows which annual recertifications are approaching. Do not manage the
process only from a list of files that are already late.

2. Assign a Clear Owner

Every open certification should have one person responsible for moving it to the next step, even when another
department or resident must provide information.

3. Separate Complete and Incomplete Files

A file waiting on the resident should not be mixed into the same queue as a complete file waiting for staff processing.

4. Quality-Control Before Finalization

A fast incorrect certification creates rework and audit exposure. Use a second-level review or defined quality-control
process for calculations, documentation, signatures, dates, and program requirements.

5. Track Aging

Management should be able to see how many files have been open 0-7 days, 8-14 days, 15-30 days, and more than
30 days after the team has the information needed to act.

6. Escalate Exceptions

Complex files should be identified early and routed to experienced compliance staff rather than remaining stalled in a
general queue.

7. Address Backlogs as a Project

When a property falls substantially behind, normal daily operations may not be enough to recover. Establish a backlog
inventory, triage files by urgency, assign dedicated resources, and measure progress every week.

The Bottom Line

An affordable housing recertification should take as long as necessary to complete it accurately — but no longer than
necessary because of preventable operational delays. The strongest teams start early, communicate consistently with
residents, maintain a visible pipeline, process complete files promptly, document follow-up, and escalate exceptions
before they become late certifications.

START EARLY. TRACK EVERY FILE. REMOVE BOTTLENECKS. FINISH BEFORE THE

DEADLINE.
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How Housing Consultants of America Can Help

Housing Consultants of America supports affordable housing owners, management companies, housing authorities,
developers, and nonprofit organizations with recertification backlog recovery, temporary occupancy and compliance
staffing, remote certification support, file audits, third-party compliance, MOR preparation, and affordable housing
training. Whether a property has a handful of aging files or a major backlog, the objective is to restore a controlled,

measurable process while protecting file quality.

Jenna Ghisolfo
President, Housing Consultants of America

Affordable Housing Compliance ¢ Recertification Support « Temporary Staffing ¢ File Audits ¢
Backlog Recovery « MOR Preparation

www.housingconsultantsofamerica.com

Educational use only. Program requirements vary by funding source, jurisdiction, property, and effective guidance. Always confirm current HUD, state
housing finance agency, contract administrator, regulatory agreement, and other applicable requirements.
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