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 Annual Tax Credit Reporting Instructions 
Virginia Housing Development Authority 

Requirement Owners of Tax Credit properties (including Rural Development properties with Tax Credits) 
must certify to the state agency annually that their properties were in compliance with 
IRC Section 42 for the preceding 12 months.  The report must declare, under penalties of 
perjury, that the information provided is true, accurate and in compliance with the 
requirements of the IRC.   

VHDA sends the Tax Credit Annual Report Monitoring Process, using Adobe Sign, a leader 
in electronic signature and document security.  This method expedites the process for 
both our external users and VHDA.  With this tool, it is easy to track documents every step 
of the way. The invoices and annual forms are sent via email first to the management 
agent to complete and approve electronically.  Then the system sends it directly to the 
property owner to sign.  Please carefully review the prefilled information on the 
documents and make any necessary updates in the specified areas on the forms.   

One of the quickest and most efficient ways to communicate with our customers is by 
publishing information on the internet.  To that end, please make it a part of your process 
when questions come up or you are looking for forms to first consult the Property Owners 
and Managers area of VHDA’s website.  We will be making an effort to update it regularly 
and if you should have suggestions on items to include there, please let us know.  
 
It is important for the management agent and owner to review annual forms for accuracy 
and completeness before submission.  The forms cannot be updated or changed after they 
are submitted to the Owner for approval. 
 
Instructions specific to Management Agents:  Click Here 
 
Instruction specific to Owners:  Click Here 

 

 

 

  

http://www.vhda.com/BusinessPartners/PropertyOwnersManagers/Pages/PropertyOwnersManagers.aspx
http://www.vhda.com/BusinessPartners/PropertyOwnersManagers/Pages/PropertyOwnersManagers.aspx
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A. Receipt of the Invoice and Forms from VHDA 

Step Requirement 

1  The management agent contact in our records will receive an email from VHDA LITHC -<Region> 
containing a link to Adobe Sign.   Your property’s location determines the region.  
 

 
 

2  When you click on that link, you will be redirected to Adobe Sign via your internet browser.   
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Step Requirement 

3  The form you will see contains the following: 

• Invoice for the property’s monitoring fee 
• Project Information Report 
• Owner Certification  

4  For the purposes of this monitoring report process, the management agent completes and approves the 
form.  Then the owner signs it.   

B. Delegation of the email to another 

Step Requirement 

1  If the email comes to you but you would like someone else in your management company to complete 
the form, you may delegate to another person.  DO NOT FORWARD THE ORIGINAL EMAIL.  Forwarding 
will invalidate the legal process of this form.   
 
Instead click on the delegate option within the original email or click on alternative actions in the top left 
of the Adobe Sign screen.  Then click Someone else should approve.   

 
2  Once selected, you will be directed to a new screen.  Enter the new approver’s email address and a 

message to go along with the email.   
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Step Requirement 

3  The person you selected will get a version of the original email indicating that it came from you.  

 
4  The form process will continue as it would for the original addressee but is now legally being signed by 

the new delegated person.   

 
C. Declining to participate in the Adobe Sign process 

Step Requirement 

1  If the email comes to you but you do not wish to approve/sign through the Adobe process or this 
property does not belong to you, you may decline the email.     
 
Click on the link within the original email. Then click on alternative actions in the top left of the Adobe 
Sign screen.  Then click I will not approve.   
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Step Requirement 

2  Once selected, you will be directed to a new screen.  A message will be sent to VHDA indicating you are 
declining this document.  Please indicate the reason why.   

 
3  An email will be sent to VHDA with a copy to you.  VHDA will contact you, if necessary, to determine next 

course of action.     

 
D. Processing the Invoice 

Step Requirement 

4  The standard invoice is included in the Adobe Sign form.  
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Step Requirement 

5  Each property participating in the Tax Credit program must pay annual compliance monitoring fees to 
VHDA.  The Tax Credit monitoring fee for each property type is automatically calculated based on the 
total number of required Tax Credit qualified units.   Approved Exempt units are included in this 
calculation.   
Per Unit Fee Type of Property 

$25.00 
All Rural Development properties in the 1st 15 year compliance 
period 

$35.00 All other properties in the 1st 15 year compliance period 
$10.00 All Rural Development properties in the EUA period 
$20.00 All other properties in the EUA period 

 

6  Owners of Tax Credit properties that have placed all buildings in service and have begun the credit 
period on all buildings must submit monitoring fees.  
 
Owners of Tax Credit properties that are under construction, undergoing rehab or in lease up and the 
owner is not claiming credits on all of the buildings should not submit monitoring fees.  
 
Although no fee is paid until after all buildings have been placed in service and all buildings have begun 
the 10-year credit period, owners must still complete the Project Information Report (PIR) and the 
Owner’s Certification by the due date. 
 

7  Owners should submit payments by participating in the ACH process.  Please consider utilizing the ACH 
process for paying annual fees as it provides the benefits of convenience, security and cost reductions. 

8  For ACH: 
Your payment should indicate the following information to ensure the amount is applied to the 
appropriate account(s).  
 VHDA Number 
 Property Name 
 Payment Amount 

 
If there is one ACH payment submitted for multiple properties, it is imperative the information above is 
specified for each property. The sum of all properties listed should equal the total ACH payment amount.  
See Payment Instructions or Multiple Payments Log Sheet. 
 

9  To print a copy of the invoice, hover at the bottom of the opened form within Adobe Sign.  The grey bar 
will appear.  Click on the download icon.  The form will download as a PDF to your PC.  You should print 
the PDF and include with your payment.  Only send in the invoice portion not the completed form.    
 

 
 

 
 

https://www.vhda.com/BusinessPartners/PropertyOwnersManagers/LIHTCCompliance/Pages/LIHTCCompliance.aspx
https://www.vhda.com/BusinessPartners/PropertyOwnersManagers/LIHTCCompliance/Pages/LIHTCCompliance.aspx
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E. Completing the Project Information form 

Step Requirement 

1  Scrolling past the invoice on Adobe Sign, you will see the Project Information Report for this property.  This form 
contains information about the property and management agent.    This form can only be completed by the 
management agent contact.  

 
 

2  The middle column of this report is prepopulated with the information of record at VHDA.   You cannot edit these 
fields.  If there are any changes, please enter your changes in the yellow fields on the right.  You only need to 
update the fields that are incorrect.  Once the entire form is signed by both the management agent and owner, 
this information will be updated in VHDA’s systems.   
 
Unlike previous years, the owner contact information is displayed and can be edited on page 3 of the owner 
certification. 
 
Note:  Once you type into these fields, they are no longer yellow but you can click back into them to edit.   

3  Review all portions of the Project Information Report.  The fields marked with a red * are required before you can 
complete your approval.   
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Step Requirement 

4  SAVING BEFORE COMPLETING 
 
If you leave Adobe Sign before completing all the fields, it will automatically save your previous entries.  Click on 
the link within your email to return to Adobe Sign.  Your previous responses will no longer be highlighted in yellow 
but you can still click on them to edit.   

F. Updating Owner Certification by Management Agent 

Step Requirement 

1   The next pages of the form contain the Owner’s Certification of continuing compliance. 

 

2  Prior to sending the form on to the Owner contact, the management agent may complete any of the fields on the 
owner certification. 
 
NOTE:  If the management agent does complete the fields, the owner contact will not be able to edit the values 
before signing.  If any errors are discovered, you must contact VHDA for a new form.   

 
 
 
 
 
 
 



Annual Tax Credit Reporting Instructions  
   

 9 of 16  11/5/19 

G. Management Agent Completes Their Portion of the Form 

Step Requirement 

1  Once all the fields have been reviewed, the management agent will go to the last page.  Click in the signature box.   
You may type your name for Adobe to create a version of your signature or you may draw your name using your 
mouse or touchpad.   

 
 
This step along with the IP address of the computer you are using allows Adobe Sign to create a legal version of your 
signature.   

2  Fill out your title and your company’s name.  Once all the fields marked with the red * are complete, you may Click to 
Approve.  

  
 

3  Adobe Sign will provide the following message and an email will be sent on to the Owner’s email to complete the 
remaining fields and sign.  
 

 

4  Once the owner has completed their signature, a completed copy of the form will be emailed to the Management 
Agent, Owner contact and VHDA. 
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H. Owner Receives Email 

Step Requirement 

1  The Owner contact in our records will receive an email from VHDA LITHC -<Region> containing a link to 
Adobe Sign.  

 

 
 

The individual signing this Certification MUST be a legal representative of the ownership entity to which 
tax credits were awarded.   
 
If you wish to delegate this email to another individual, do not forward this email.  That will nullify the legal 
signature.  Instead, click here for instructions.  
 
If the email comes to you but you do not wish to approve/sign through the Adobe process or this property 
does not belong to you, you may decline the email.   Click here for instructions.   
 



Annual Tax Credit Reporting Instructions  
   

 11 of 16  11/5/19 

Step Requirement 

2  When you click on that link, you will be redirected to Adobe Sign via your internet browser.   

 
3  The form you will see contains the following: 

• Invoice for the properties monitoring fee 
• Project Information Report 
• Owner Certification 

4  The Management Agent contact would have already filled in portions of the form.  Once filled in, those fields cannot 
be edited.   
 
NOTE:  If the owner discovers an error in the fields completed by the management agent, you must contact VHDA for 
a new form.  To maintain the legality of the signatures, the second signer cannot edit the original signer’s 
information.   
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Step Requirement 

5  Click on Next to get to Owner Cert.  
 

 
 

6  Ensure all questions are answered.  Once all the fields have been reviewed, the Owner representative enters their 
name at the bottom.  A legal stamp will be affixed at the end of the process certifying the certification. 
.   

 
 
 
Note:  
The individual signing this Certification MUST be a legal representative of the ownership entity to which 
tax credits were awarded.   
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Step Requirement 

7  VHDA needs updated owner contact information for issues relating to filings with IRS, as we are required to provide 
appropriate notification to owners if noncompliance is reported on Forms 8823.   
 
Ownership Information:  The middle column is prepopulated with the information of record at VHDA.   You cannot 
edit these fields.  If there are any changes, please enter your changes in the fields on the right.  You only need to 
update the fields that are incorrect.   
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Step Requirement 

8  If a change in the ownership of the tax-paying entity who owns the development has occurred or will occur VHDA 
needs to know.     

 
 
 
Sample Ownership Entity Organizational Chart: 

 
 
 
 
 
 
 



Annual Tax Credit Reporting Instructions  
   

 15 of 16  11/5/19 

Step Requirement 

9  Once all the fields have been reviewed, the owner will go to the last page.  Click in the signature box.   You may type 
your name for Adobe to create a version of your signature or you may draw your name using your mouse or 
touchpad.   

 
 
 
 
Note:  
The individual signing this Certification MUST be a legal representative of the ownership entity to which 
tax credits were awarded.   

10  This step along with the IP address of the computer you are using allows Adobe Sign to create a legal version of your 
signature and provide a stamp of authorization.   

 

11  Fill out your title and your company’s name.  Once all the fields marked with the red * are complete, you may Click to 
Sign.  

 

12  Adobe Sign will provide the following message 
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Step Requirement 

13  An email will be sent to you, the management agent and VHDA with the completed document attached. 

 

I. Corrections to Annual Reports 

Step Requirement 

1  In the event that corrections are needed, Compliance staff may request that corrections be made and 
forms resubmitted to VHDA within ten (10) business days without penalty.   
 
If necessary, the owner or management agent representative must contact their property’s assigned 
Compliance Officer before the end of the correction period to get the outstanding issue(s) resolved. 

2  If a timely response is not received by the end of the 10 business day correction period, VHDA reserves 
the right to report the noncompliance to the IRS using Form 8823.  According to the 8823 Guide, 
Chapter 7 Category 11d, noncompliance should be reported if an Owner Failed to Provide Annual 
Certifications or Provided Incomplete or Inaccurate Certifications. 
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