
Steps to Preparing for a Successful Audit



A QUICK AND SUCCESSFUL AUDIT IS 
BENEFICIAL TO BOTH THE AUDITOR 
AND THE ONSITE STAFF. HERE ARE 
SOME EASY STEPS TO MAKE YOUR 
AUDIT GO SMOOTHLY



ONSITE STAFF

Make sure onsite staff is present by the start time noted in the audit notification 
letter. As a courtesy, IHCDA will notify only the Primary Owner and Primary 
Management contacts for the property a minimum of two weeks in advance of an 
onsite audit (Please note, IHCDA reserves the right to conduct an onsite audit at 
any time without notice). It is the responsibility of those people to notify onsite 
staff of the date and time of the audit so they may prepare.

Per page 97 of the Compliance Manual, if IHCDA staff could not complete the 
monitoring because an owner or management representative was not available 
onsite at the designated time or location, IHCDA will charge a fee equal to the 
greater of (a) $250 or (b) $35 per unit reviewed.



DOCUMENTATION

Make sure all the requested documentation mentioned in the audit notification 
letter is printed out and ready for the auditor when they arrive, including the most 
current rent roll. We will make a random selection of 20% of the total units and 
the rent roll is what will be used to select the units being reviewed, so we need 
the most updated version available.



TENANT FILES

• All tenant files need to  be completed and in working order before the auditor 
arrives. Once the files have been selected for review, onsite staff may not 
work on files before giving them to the auditor. If the files are incomplete, they 
must be given to the auditor incomplete and the auditor will write up any 
issues necessary.

• Please note: if files are not available or are in such an unorganized condition 
that an IHCDA Auditor cannot effectively review the files, the ninety (90) day 
correction period will begin immediately.



TENANT FILES

All tenant files need to be in neat, consistent order. Papers should not be stuffed 
in random places. All documents need to be in the same order throughout all 
files. Much of the data that we record during our audit is from the TIC, so it might 
be a good idea to have the TIC be the first document in the file. Below is a list of 
at a minimum what should be in the file.



TENANT FILES

Ensure that you are following the Correcting Documents policy in the 
Compliance Manual:



QUESTIONS

While all IHCDA Auditors are looking for the same issues in an onsite audit, each 
auditor may conduct their audit a bit differently. If you have any questions before, 
during, or after your audit, please contact the appropriate auditor for the region 
your property is located in. A detailed compliance map can be found here.

https://www.in.gov/myihcda/files/Real%20Estate%20Compliance_8.23.18.pdf
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