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What We Do 
CSH is a touchstone for new ideas and best practices, a collaborative and 

pragmatic community partner, and an influential advocate for supportive housing.

04.Lending
Powerful capital funds, specialty loan 
products and development expertise

03.Consulting & Assistance
Custom community planning and 

cutting-edge innovations 

01.Training & Education
Research-backed tools, 
trainings & knowledge sharing 

02.Policy Reform
Systems reform, policy 
collaboration and advocacy 
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OF 
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1. Walking Through NEW Social Service / Special Needs 
2024 Reporting Forms 

2. Sharing Common Gaps in Submissions

3. Menti Meters and Q&A to hear from you 

Items we'll cover today



•Annual Checklist for Social Service and/or Special 
Needs Model*

• Annual Project Certification for Project with 
Social Service Models*

• Annual Project Certification for Projects in the 
Supportive Housing Cycle or with Set-Aside 
Special Needs Unit

• Special Needs Population Certification Form*
• Frail Elderly Certification
• Annual Projects Age Friendly Senior Cycle

New Compliance 
forms to use for 2024 
reporting!!



Compliance Forms 

•Annual Checklist for Social Service and/or 
Special Needs Model*

• Annual Project Certification for 
Project with Social Service Models*

• Annual Project Certification for 
Projects in the Supportive Housing 
Cycle or with Set-Aside Special Needs 
Unit

• Special Needs Population 
Certification Form*

• Frail Elderly Certification
• Annual Projects Age Friendly Senior 

Cycle



What types of services are provided to residents in 
your development?



Form and Checklist for
Annual Project Certification for Projects with Social Service Models



Form for Projects Funded with Low Income Housing Tax Credits (5% Set Aside or Supportive Housing Cycle)



Form for the Projects in the Age-Friendly Senior Cycle



Documentation for Social Services Coordinator 

Describing in 1-2 paragraphs what the typical activities are 

At building 4x a week, for approximately 5 hours each visit. Coordinator hosts office hours while onsite, 
providing residents information and referring to various community programs for benefits and services based 
on individual needs and eligibility. When needed, coordinator assists with applications, obtain supporting 
documents, advocate on behalf of resident. Typically programs residents are referred to include educational, 
health and wellness, along with social and intergenerational programs. 

We have several residents who rarely leave the development and the service coordinator conducts wellness 
visits once a week when they are onsite.



Frail Elderly Certification Form for Projects Funded with Low Income Housing Tax Credits



Special Needs Population Certification Form for Projects Funded with Low Income Housing 
Tax Credits (5% Set Aside or Supportive Housing Cycle)



Referring Agency Letter Examples

Letterhead of Catholic Charities

Date

NJ HMFA, Tax Credit Division
637 S Clinton Avene
Trenton, NJ 08650

To whom it may concern:

This letter confirms the following three individuals 
that currently reside at Hillside Senior Housing 600 
W 7th Street Anytown, NJ are clients and eligible for 
services from Catholic Charities. 

JT, Unit 2
RM, Unit 5
G.S. Unit 3

Sincerely,
Administrator for Catholic Charities

Letterhead of local veteran's organization

Date

NJ HMFA, Tax Credit Division
637 S Clinton Avene
Trenton, NJ 08650

To whom it may concern:

This letter confirms the following two individuals 
that currently reside at Hillside Senior Housing 600 
W 7th Street Anytown, NJ are clients and eligible for 
services from local veteran's organization. 

EM, Unit 15
DS, Unit 17

Sincerely,
Administrator for Catholic Charities



Common Submission Challenges

How to Correct ItDetailIssue

Submit a completed cover page with each project’s 
annual compliance certification package

Simply not submitted with the annual 
compliance certification package

Missing Cover Pages

Provide the name of the person from relevant 
partners.  Do not list 123 Main Street LP as the 
contact name – we are looking for a name if we 
need to call for follow up.

Name of the owner entity is listed as 
the contact instead of the name of a 
specific person

Incomplete Contact 
Information

Only provide supporting documentation for each 
item checked off on the cover sheet.  Be intentional 
about providing only documentation that supports 
the checked service items. Do not data dump.

Services marked off on the cover 
page are inconsistent with the 
supporting documentation

Cover page selections do not 
correspond with to 
documentation submitted

Calendars or newsletters should market the services 
provided.  Calendars should indicate the services 
provided to tenants in the projects, not only 
holidays or general recognition days such as “Donut 
Day” or “National Hug Day”

Monthly calendars do not list the 
services or activities indicated as the 
monthly service offerings

Monthly calendars and 
supporting documentation 
are not consistent



Common Submission Challenges

How to Correct ItDetailsIssue

Sign and date ALL certificates.  If multiple forms are 
submitted, all forms must be signed and dated.

Certificates are not signed.Certifications are not signed

Copy documents with clarity and provide these clear 
copies.  Double check that they are legible before 
submitting.

Uploads are too light and 
difficult to read or see the 
actual text.

Documents NOT copied clearly

Provide the full property address including building 
address, city, state and zip code

Building addresses provided 
but city and zip code missing

Provide full property address

Provide ALL of the requested information:
- How many hours is Service Coordinator on site 

weekly?
- For all services, how often is service being provided?
- What is the cost and who pays it? Free to residents?
- How many people are served by this service?

This is #1 reason for 
submissions deemed 
incomplete.

The information is not being 
provided.

Missing detail on Service 
Coordinator hours, service 
frequency, cost and how many 
people are being served 

Refer to you Carryover Allocation for the correct Credit 
Allocation Year – it should NOT be the same as you 
Compliance Year

Either no Credit Allocation Year 
or erroneously put the 
Compliance Year as the Credit 
Allocation Year

Missing Credit Allocation Year 



Menti Meter:   Share Your Thoughts

www.mentimeter.com
Code:  5346 3849

What additional 
information would be 

helpful to assist you in 
completing the 

annual compliance 
certifications?



Questions?


