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A recertification backlog can develop quietly. A property falls a few files behind after a staffing vacancy, a software
conversion, a management transition, or an unusually heavy workload. Then current certifications continue coming due
while the team is still trying to finish last month's work. Before long, 20 overdue files become 50, and 50 can become 100
or more.

At that point, simply telling the onsite team to "catch up" is not a recovery plan. A large affordable housing recertification
backlog must be treated as a defined compliance project with an inventory, priorities, assigned specialists,
documentation controls, quality review, production targets, and a clear strategy for keeping new certifications current.

HUD's Multifamily Occupancy Handbook specifically calls for owners to maintain a tracking system that facilitates timely
completion of annual recertifications. For HUD-assisted multifamily programs, the handbook also establishes a
structured notice timeline and states that recertification processing should generally be complete by the anniversary
date. That makes disciplined tracking and early intervention essential when a property begins falling behind.

Step 1: Stop Guessing and Quantify the Backlog

The first step is determining exactly what "behind" means. Management needs one master inventory of every overdue,
incomplete, upcoming, and problem certification. Without that baseline, teams often spend time on whichever resident
calls, whichever file is on top of the desk, or whichever deadline feels most urgent that day.

 Unit and household name so every overdue file can be accounted for.
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* Program type and funding layers such as HUD Project-Based Section 8, LIHTC, HOME, RAD/PBV, or other
applicable programs.

* Recertification anniversary or effective date and the number of days the file is overdue.

 Current file status - not started, resident contacted, interview complete, verification pending, calculation pending,
signatures pending, quality control, or ready for submission.

* Missing documentation and the date each item was requested.
» Assigned specialist and the next required action.

* Risk flags for subsidy, rent, eligibility, household composition, student status, or unresolved discrepancies.

Step 2: Triage Files Instead of Treating Every File the Same

A 150-file backlog should not be worked strictly alphabetically or randomly. Recovery is faster when files are divided into
priority groups based on age, risk, complexity, and how close they are to completion.

Priority 1 - High risk Very old files; files affecting subsidy or rent; unresolved eligibility issues; upcoming
audit samples; or certifications with significant documentation concerns.

Priority 2 - Quick completions Files that need only one verification, signature, calculation, or final processing step.
Completing these can reduce the backlog quickly.

Priority 3 - Layered-program files Households subject to multiple affordable housing programs, where one error may
affect more than one compliance requirement.

Priority 4 - Resident-ready files Households that have already supplied documents and should not remain delayed
because internal processing has stalled.

Protected current pipeline Certifications coming due now. These must continue moving so the recovery effort
does not create a new backlog.

The goal of triage is not to ignore lower-priority households. It is to establish a controlled order of operations so the team
can reduce risk and close files efficiently while maintaining visibility over the entire backlog.

Step 3: Assign Specialists by Function

Large backlog projects often move faster when the work is divided by function instead of asking one person to perform
every step on every file. This creates specialization and makes bottlenecks easier to identify.

* Resident outreach specialists focus on interviews, appointments, notices, and missing-document requests.

* Verification specialists track third-party verification, income, asset, and other supporting documentation.

* Certification processors complete calculations, certifications, data entry, and applicable rent or subsidy processing.
* Quality-control reviewers independently review completed files before they are finalized or submitted.

* Project leads manage the tracker, assign work, escalate barriers, monitor production, and report progress to
ownership or senior management.

Step 4: Build a Missing-Documentation System

Missing documents are one of the biggest reasons backlog projects stall. A file may sit untouched for days because a
paystub, bank statement, employer verification, student certification, signature, or clarification is missing. The solution is
to separate "waiting on documentation” from "waiting on staff.”
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Every missing item should have a request date, follow-up date, responsible person, status, and escalation path. Resident
communication should be documented consistently. When program rules require specific notices or timelines, the
recovery team should follow those requirements rather than creating informal shortcuts simply because the file is late.
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Step 5: Establish Daily Production Targets

A backlog becomes manageable when it is converted from a vague problem into measurable production. Leadership
should know the starting number, the number of files completed each day or week, how many remain, what percentage
are waiting on residents or third parties, and whether the current pipeline is staying on time.

* Files fully completed during the reporting period.

* Files advanced to the next stage even if they are not yet complete.

* Files waiting on resident documentation versus files waiting on internal processing.
* Quality-control failure rate and the most common reasons files are returned.

* New certifications coming due compared with current certifications completed.

* Projected date to reach current status based on actual production.

Step 6: Quality Control Is Non-Negotiable

Speed without quality control can turn one backlog into a second compliance problem. When employees are under
pressure to close large numbers of files, errors can occur in income calculations, effective dates, signatures, rent
determinations, household composition, verification, student status, or supporting documentation.

A recovery plan should therefore include an independent quality-control step. The reviewer should confirm that the file
supports the certification decision, required documentation is present, calculations are accurate, dates and signatures
are consistent, and program-specific requirements have been addressed before the file is considered complete.

TRACS subjects tenant certification submissions and voucher payment requests for covered HUD multifamily rental
assistance programs to automated edits for accuracy and compliance. A strong internal QC process can help identify
issues before they become submission errors, discrepancies, corrections, or monitoring concerns.

Step 7: Separate Resident-Caused Delays from Management-Caused
Delays

Not every overdue certification has the same cause. Some residents may not respond to repeated requests. Other files
may be late because the resident submitted everything but the property did not process the certification. Those situations
should never be grouped together.

For HUD-assisted multifamily housing, the recertification process includes specific notice requirements, including initial
and reminder notices. HUD's handbook describes first, second, and third reminder notices in the annual recertification
process. A recovery team should reconstruct the timeline carefully and document what occurred rather than assuming
every late file resulted from tenant nonresponse.

Step 8: Protect the Current Pipeline

This is where many recovery plans fail. Management moves every available employee to old files and temporarily makes
impressive progress - but the certifications due this month stop moving. Thirty days later, the property has simply
replaced one backlog with another.

A successful plan creates two lanes: a dedicated backlog-recovery lane and a current-work lane. Staffing
levels should be adjusted so today's certifications remain timely while specialists reduce the historical
backlog.

Step 9: Fix the Process That Created the Backlog
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Getting to zero overdue files is only half the job. Leadership must determine why the backlog happened. Otherwise, the
same conditions will recreate it.

» Was staffing inadequate? Compare monthly certification volume with realistic staff capacity.

» Were recertifications started too late? Establish earlier resident outreach and internal due dates.

» Was there no central tracker? Require one system of record with clear ownership.

* Did files repeatedly fail quality control? Use the findings to target training and revise procedures.

» Did a vacancy or leave create the problem? Create a contingency plan for temporary compliance coverage.

* Were managers spending too much time on noncompliance duties? Reevaluate task allocation and centralize
specialized work where appropriate.

* Were program changes or software issues involved? Document the revised workflow and train staff before the
next cycle.

What a Sustainable Post-Recovery System Looks Like

120-90 days out Begin applicable notices, outreach, scheduling, and file preparation early enough to identify
barriers.

60 days out Escalate nonresponse and outstanding documentation; review difficult or layered files.

30-45 days out Complete calculations, certification processing, quality control, signatures, notices, and system

entry as applicable.

Weekly Review upcoming, incomplete, overdue, and QC-returned files with assigned owners.
Monthly Analyze production, recurring errors, staffing capacity, and properties or specialists showing risk.
Quarterly Conduct targeted internal or third-party file sampling to identify trends before an external

monitoring review.

When Outside Backlog-Recovery Support Makes Sense

When a property has dozens or hundreds of overdue certifications, the onsite team may not have enough capacity to
recover while continuing normal operations. Temporary affordable housing compliance specialists can create dedicated
production capacity without requiring the organization to permanently increase staffing.

 The backlog is growing faster than the onsite team can reduce it.

* A property manager, compliance director, or certification specialist recently left.

* An MOR, state monitoring review, investor review, or internal audit is approaching.

* The portfolio has multiple properties with overdue annuals or interims.

* The files involve layered affordable housing programs requiring specialized knowledge.

* Leadership needs a defined recovery schedule, measurable reporting, and independent quality control.

How Housing Consultants of America Can Help

Housing Consultants of America (HCA) can support affordable housing owners and management companies with
structured recertification backlog recovery. Depending on the size and condition of the backlog, HCA can help inventory
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overdue files, establish a triage plan, assign experienced compliance specialists, track missing documentation, process
certifications, perform quality-control reviews, assist with corrections, and provide management with measurable
progress reporting.

The objective is not simply to close old files. HCA's recovery approach is designed to help the property stabilize the
current pipeline and identify the operational weaknesses that caused the backlog so the organization has a stronger
system after the recovery project is complete.

A backlog of 25, 75, or 200 certifications can feel overwhelming when viewed as one problem. Once it is
converted into prioritized groups, assigned work, documented barriers, daily production, and independent
guality control, it becomes a project with a beginning, measurable progress, and an end.

Get Current. Stay Current.

Affordable housing recertification backlog recovery requires more than extra effort. It requires structure. Owners and
management companies should know exactly how many files are overdue, which files create the greatest risk, who owns
every next action, what documentation is missing, how completed files are being quality-checked, and whether today's
certifications are staying on schedule.

The best recovery plan does not end when the last overdue certification is completed. It ends when the property has a
sustainable system that prevents the next backlog from forming.
Compliance Note: Recertification requirements vary by program, project type, state allocating agency, regulatory agreement, and layered

funding source. HUD-assisted multifamily properties should follow applicable HUD requirements, including current guidance governing
recertification timing and notices. This article is educational and is not legal or tax advice.
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