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Website: https://www.tdhca.texas.gov
info@tdhca.texas.gov

Department Phone Number: (512) 475-3800
or (800) 525-0657 (toll free in Texas only)
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Announcements

Schedule:

* The training will run from 9 am until approximately 4 pm
* Breaks: Morning and Afternoon (15 minutes each)

* Lunch: Approximately 12 -1 pm

* Staff will present the training and allow for questions after each topic is covered

Housekeeping:

* Certificates will be provided after the conclusion of the class by email; you may want
to keep an eye on the “junk” folder.

* We suggest you silence your phones and put an “out of office” email response, if
virtual, to help avoid distractions during the training

e If virtual, please pose questions and comments in the “Questions Box”

Resources &

Definitions




General Resources

HUD Handbook 4350.3

* https://www.hud.gov/program_offices/administration/hudclips/handbooks/hsgh/4350.3
* Chapters 3 and 5 along with corresponding tools and exhibits

HUD Notice H 2023-10 and Notice PIH 2023-27
* https://www.hud.gov/sites/dfiles/OCHCO/documents/2023-27pihn.pdf

e This document replaces Chapters 3 and 5 of the HUD 4350.3 until/unless a revised Handbook is
released

* This document was updated to include further clarifications on February 2, 2024

* Technical Guide for Determining Income and Allowances for the HOME Program
* https://files.hudexchange.info/resources/documents/HOMEGuideForincomeAndAllowances.pdf

24 CFR §5.609 — Annual Income
* https://www.ecfr.gov/current/title-24/subtitle-A/part-5#5.609

* Texas Administrative Code

* https://texas-sos.appianportalsgov.com/rules-and-
meetings?chapter=10&interface=VIEW_TAC&part=1&subchapter=F&title=10

Multifamily Compliance Resources

Multifamily Compliance Forms
* https://www.tdhca.texas.gov/compliance-forms

Multifamily Compliance Manuals and Rules
* https://www.tdhca.texas.gov/compliance-manuals-and-rules

* Income and Rent Limits
 https://www.tdhca.texas.gov/income-and-rent-limits

Multifamily Compliance Training and Presentations
* https://www.tdhca.texas.gov/compliance-training
* https://www.tdhca.texas.gov/compliance-program-training-presentations
* Contact List
* https://www.tdhca.texas.gov/compliance-division-staff
* TBRA Links

* https://www.tdhca.texas.gov/tenant-based-rental-assistance-tbra-program
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Definitions

* Income

* ALL amounts, monetary or not, that go to or are received on behalf of the Head, Spouse, or Co-
Head (even if the member is temporarily absent), or any other member

* ALL amounts anticipated to be received from a source outside the applicant group during the
12-month period following admission or certification

* Annual Income includes all amounts not specifically excluded by regulation; 24 CFR §5.609

* For a listing of income exclusions, refer to Notice 2023-10 and Notice 2023-27.
(https://www.hud.gov/sites/dfiles/OCHCO/documents/2023-27pihn.pdf)

* Assets
* Assets are items of value that may be turned into cash
* |tems are not required to be “cashed out” at time of application
* Not all items of value are considered an asset
* Income from Assets includes all amounts not specifically excluded by regulation; 24 CFR §5.609

* For a listing of asset inclusions and exclusions, refer to Notice 2023—-10 and Notice 2023-27.
(https://www.hud.gov/sites/dfiles/OCHCO/documents/2023-27pihn.pdf)

* Family

* All members of the applicant group, or household, that must be included for purposes of
eligibility

Household versus Family
* Household
* All members of the applicant group
8



The Qualifying Process: Steps to Eligibility Determination

Application

Document Family Income and
Assets

Annualize Family Income

Calculate Adjusted Income, if
required

Complete Certification, if
required

10
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The Qualifying Process: The Application

* There is no required form, the application must screen for ALL sources
of income, assets and student If the Development is layered with

NYeIVI (o) I Reelyg IS NGRGUENI  hrograms outside of the Department’s
* Staff should review the appl @l (i R GUCIR A L) S e e

appears eligible based on the i Based Section 8, etc.) there may be

* Electronic applications are accquEt it E Rt A C LR PSR e

required screening questions a discussed in this training.
would be provided if the househo

* Obtain the “Release and Consent” form from all adults
* Necessary to verify disclosed income, assets and student status

* Your program may have specific form requirements for applications,
make sure you are complying with your program requirements

11

The Qualifying Process: TDHCA Application

Texas DErARTMINT Of HOUSING AND COMMUNITY AFTAIRS
INTAKE APPLICATION ]

e e e ] 220 . i
e —— B per 10 TAC §10.612(a) (2) Documentation to support the Income
e ——— & Certification form including, but not limited to, applications (one per
L — kol s adult or married couple), first-hand or third-party verification of
e Ty | income and assets, and documentation of student status (if
R ms applicable). The application must provide a space for applicants to
e j indicate if they are a veteran. In addition, the application must
};:‘;j_‘ - Bf include the following statement: "Important Information for Former
= - Military Services Members. Women and men who served in any
st [ [ o ?r branch of the United States Armed Forces, including Army, Navy,
| omo= j—f Marines, Coast Guard, Air Force, Reserves or National Guard, may be
aclisclaly el B8 cligible for additional benefits and services. For more information,
| == |=5 please visit the Texas Veterans Portal at
::: i :::: I‘ https://veterans.portal.texas.gov/."

https://www.tdhca.texas.gov/compliance-forms @

12
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The Qualifying Process: Release and Consent

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
RELEASE AND CONSENT FORM

I THIS SECTION TO BE COMPLETED BY DEVELOPMENT
Ovrbpment hame TOHCA/CMTS Numbser
Contact Mame. Contact Tike:
Development Address Phone
L Address: Fa:

L THIS SECTION TO BE COMPLETED BY APPUCANT

of
it fowme: fmageent ok shows, sekfor S Tamns Daparimant o Housing e Cmemanity Ally o
the Department s tervce provcder

INFORMATION COVERED

ot pertinent to and

GROUPS OR INDIVIDUALS THAT MAY BE ASKED
The grouss of indnachuals that may be asked & L o bat.

NOTE: THES GENERAL CONSENT MAY HOT BE USED TO REQUEST A COPY OF A TAX RETURIL 1 A COPY OF A TAX RETURN IS NEEDED.
4506, “RECUEST FOR COPY OF A TAX FORM® MUST B PREPARED AND SIGNED SEPARATILY.

Revised January 34, 2021

The Release and Consent form must be

signed by all adult household members.

All can sign one form, or each adult can
sign their own form.

https://www.tdhca.texas.gov/compliance-forms @
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The Qualifying Process: The Household; Who Counts?

Co-Head

Dependents

¢ Unborn children (self-certified)

e Joint custody — present 50% or
more of the time

* Away at school but live with
family during breaks

* Inthe process of being adopted

*  Temporarily absent due to
placement in foster care @

14
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The Qualifying Process: Whose Income Counts?

Other Income

Family Members Earned Income el
Head Yes Yes
Spouse Yes Yes
Co-Head Yes Yes
Other Adult Yes Yes
Dependents (under 18) No Yes
Full-time Student - 18 or older Yes** Yes

Household Members Earned Income (inc,ﬁ:gi?:omiz?aiets)
Live-in Aide No No
Foster Adult No No
Foster Children (under 18) No No

15

The Qualifying Process: Live-in Aide

Other Income

Household Member Earned Income

(including income from assets)

Live-in Aide No No

Income and assets from a Live-in Aide can be excluded if ALL of the following apply:

* Live-in Aide must reside with the applicant member

* Must be essential to the care and well-being of the applicant member

* May NOT be obligated for the financial support of the applicant member

* Would not be considered a member except to provide the necessary supportive services

Requirements for a Live-in Aide:
Verification of the need for the live-in aide must be obtained from a medical practitioner or a
healthcare provider
* Confidential medical information SHOULD NOT be sought

A relative may be considered a live-in aide if they meet the requirements
A spouse may not be considered a live-in aide

16
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Learning Point: Live-In Aide 1

Sample Household:

* Fred; Head of Household
* Francis; Spouse

* dl; Live-In Aide

* This household is comprised of 3 people with 2 family members, true or
false?

17

Learning Point: Live-In Aide 2

Sample Household:
* William; Head of Household
* Sylvia; Spouse/Live-In Aide

* This household is comprised of 2 people with 1 family member, true or
false?

18
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The Qualifying Process: Foster Persons

Other Income

Household Members Earned Income (including income from assets)
Foster Adult No No
Foster Children (under 18) No No

Foster persons, as defined by state law, are excluded from the calculations for family
eligibility. The foster assignment must be through a court or welfare agency and
documentation of assignment must be present in the file.

Payments received for the care of foster children or foster adults are not counted. This

rule only applies to payments made through official foster care relationships with local
welfare agencies.

19

Learning Point: Foster Persons

Sample Household:

* Jesse; Head of Household

* Erin; Foster Adult

* Lynn; Foster Child

* Jane; Foster Child

* This is a 4-person household with 1 family member, true or false?

20
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The Qualifying Process: Tips to Minimize Challenges

N\
‘ All forms completed in their entirety
. All household members listed

\
. Is the application current? (within 120 days)
I
. Any changes/corrections are completed and initialed by applicants
[
. No correction fluid, white-out or evidence of tampering/perfecting
[

‘ Peer Review

‘ 3rd party or compliance file review

4

21

Verifications
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The Qualifying Process: Verification Types

Three (3) Acceptable
verification methods:

e First-Hand
e Third-Party
¢ Oral Clarification

Maintain Verification
Documentation

e All tenant files must maintain
verification documentation

Verification Documentation

® Must be dated within 120 days of
the effective date of the
household’s Income Certification

¢ Exceptions Apply

23

Income: Verification Hierarchy

* Enterprise Income Verification (EIV)
* For any program that requires the use of EIV

Web-based Income Verification

* This is the next highest ranking verification type

First-Hand (tenant-provided) Documentation

* This a high ranked verification type

Third Party Verification

* This is a medium ranked verification type
* Must be sent by the person verifying and returned, the applicant should not handle

Oral Clarification/Verification

Section 811 PRA
requires the use of
the EIV system, this

will be the
preferred method
for those programs
based on the
income source.

* This type of verification should only be used to clarify missing or incomplete

information
Self-Certification

* This should be used for any income that cannot be verified by other methods and to

clarify unclear information

24
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Income: Enterprise Income Verification (EIV)

Used by properties participating in HUD's assisted housing programs, such as the 811 PRA program
The Enterprise Income Verification (EIV) system is a web-based application which provides owners
information on:

* Employment

* Wage

* Unemployment compensation

* Social Security benefits
There are 2 types of EIV reports; Verification and Income Reports
The income reports are:

* Income Report

* Income Discrepancy Report

* No Income Reported on 50059

* No Income Reported by HHS or SSA

* New Hires Report
Used at recertification (Interim and Recertification) to reduce errors in subsidy payments
Owners must print (include print date) and maintain in master binders or tenant files, as required, to
document compliance with running these reports
Owners must address discrepancies between the EIV data and what was reported previously on HUD-
50059s or current screening

25

Income: Web-based Income Verification

* Web-based Income Verification
* Information from a reputable source
* Maintain the full report in the file
* The Work Number, for example

26
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Income: First-Hand Documentation

* First-Hand (applicant provided) Documentation
* Acceptable if the documentation identifies
* Applicant and Employer; Pay Period and Pay Date; Gross Pay
* Account Holder and Bank; Interest Rate, if any
* Paystubs, bank statements, child support payment histories, Social Security Award
Letters, Tax Returns, etc.
* Paperwork Reduction Act minimized the required number of paystubs to 2
* Some programs require 60 days of source documentation to verify income
* Review itemization of all amounts included in gross pay and year-to-date earnings
* Review for any assets not included on the application

27
27
Verification Hierarchy: Paystub Guidelines
e Gather enough paystubs to determine
GUILENYAGHFALY .\ Jae 13 frequency of pay
(SO EREL)EL LRI N RILTIC] ) [l e No set number of stubs required
* Minimum of 2 stubs are required by HUD
HOME/HOME-ARP/TCAP- e Must obtain 60 days of source
RF/NHTF/NSP Programs: documentation for all income
©

28

8/11/2025

14



Income: Third Party Verification

* Third Party Verification
* Employment Verification, Asset Verification, Child Support Verification, etc.
* This verification type is acceptable if:
* The form is sent directly to and from the third party
* The verification cannot be hand-carried by the applicant
* The verification must be completed in its entirety
* Mail
* Maintain the envelop in which the verification was sent and received
* Fax
* Must include the company name and source’s fax number
* Email

* Reliable if the email includes name of appropriate person or firm, maintain email in

the tenant file

29

o
Income: Oral Verifications and Self-Certifications
 Oral Clarification/Verification
* This type of verification should only be used to clarify missing or incomplete
information and any discrepancies
* This type of verification/clarification is acceptable if it is documented and
from a reliable third-party source
* Must include date & time, person contacted & their contact information,
contact’s title, what information was clarified and staff name and signature
* Self-Certification
* This should be used for any income that cannot be verified by other methods
Q

30
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Verification Hierarchy: Oral Clarification

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
TELEPHONE VERIFICATION/CLARIFICATION RECORD

TOHCA Number:

1_THIS SECTION 10 B COMPLETED BY DEVELOPMENT.

Title:

Phone:

 gathered third-party written o first hand verification. Describe area in which

Phone Conversation ] Person to Person [] Other: Expisin:

Person Contacted: Title:
Company/Organization: Phone/Email:
Date Contacted: Time Contacted:

I, VERIFIED INFORMATION

1. Rezson for Clarification:,

2 Explanation for Clarification Given:.

“Additional remark(s).

1ll. ADMINISTRATOR, OWNER, MANAGEMENT AUTHORIZED REPRESENTATIVE CERTIFICATION
Tcertify that the above information is true and correct,

Signature o f Title Date

Authorized Representative’s Printed Name Fhone Email

The Department has made
available a Telephone
Verification that can be used
for Oral Clarifications. This
can be used as a source of
clarification for a gathered
third party or first-hand
verification. This form is
available on the Department
website.

https://www.tdhca.texas.gov/compliance-forms

31

Verifications: Tips to Minimize Challenges

AN

’ All verifications are completed in their entirety
\
‘ All household member verifications present

\
[

Are all verifications current? (within 120 days)

Any missing information is clarified, verifications should not be altered by staff

‘ No correction fluid, white-out or evidence of tampering/perfecting

‘ Peer Review and/or 3" party or compliance file review

32
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Income

Income: Excluded Income Sources

* Insurance Payments and * Gifts for holidays, birthdays, ¢ Interest income received
Settlements or other significant life from a retirement account

« Employment Income for events * Periodic payments are income
Students * Lump sum additions to * Certain Student Financial

« Payments to keep family assets like lottery winnings Assistance

members with disabilities ¢ Civil Settlements from an * VA Benefits for HUD-VASH
living at home action that caused someone Voucher Holders (NEW)

to become disabled

* Payments from the U.S. * Any other income excluded

Census Bureau for work on * Income or lump sums by 24 CFR 5.609
Decennial Census received from Civil Rights
 Direct Federal/State Settlements Any of the Lump Sums
Payments for Economic * Back-pay received as a result outlined on this slide
Stimulus or Recovery of a Civil Rights Action Hi s e
asset, except Tax
* Tax Returns** * Workers’ Compensation Returns, will count

towards the household
assets.

34
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Income: Excluded VA Benefits for HUD-VASH Voucher Holders

* HUD published a Notice on August 13, 2024, announcing changes to the Veterans Affairs
Supportive Housing (VASH) program to improve access for veterans experiencing
homelessness.

* On September 24, 2024, the IRS issued Revenue Procedure 2024-38, allowing the same
income exclusion for Housing Tax Credit (HTC) and BOND programs.

* The exclusion only applies to tenants receiving assistance under the HUD-VASH program. It
does not apply to HTC or BOND residents that do not receive assistance under the HUD-
VASH program.

35

Income: Earned Income

e Wages & Salaries

e  Commissions & Bonuses

s Overtime & Shift Differential Pay

e Tips & Fees Received

e Self-Employment Income

= Any Other Compensation Received

** This list is not exhaustive ** @

36
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Income: Wage Calculations

Full-Time Hourly Wage x 2080 hours or Wage x 40 hours x 52 weeks

Part-Time Hourly Wage x weekly hours x weeks worked in a year

Weekly Wage x 52 pay periods

Bi-Weekly Wage x 26 pay periods

Semi-Monthly

Wage x 24 pay periods

Monthly Wage x 12 months

37

Documenting Income: Verification of Employment

Kade Tucker

To: carapoliei@abemanagement.com
Subject: RE: Employment Verification - Jeremy Srith

Good morning,

I have completed the form, let me know if you else. —
s Il. THIS SECTION TO BE COMPLETED BY EMPLOYER
Thanks, -
Employes Name: Jeremy Smith | Job Title: Landscaper
Kade Tucker -
Crew Leader Presently Employed: [/]YES [JNO  Date First Employed: Apri 1. 2022
Last Day of Employment: or DNUT Applicable
Cumrent Wages/Salary: 522 [circle unw weekly / bi-weekly / semi-monthly / menthly / yearly [ other:
st Average # of regular hours per wesk: 40 Year-to-date earnings: 522136 through___06/30 /25
ood afternaon,
) 3 Overtime Rate: 530 per hour Average # of overtime hours per week: 2
| am a property manager for a community that participates in the Housing Tax
form completed for an applicant. Please complete the form and return by maill | oo natferential Rate: 5.7 er hour fverage # of shift differential hours per week: N/a
Faslfrea toreach outith any question, | sppreciate your sssstance with sl "o iecione ponicee tips, other: 6100 [ircle ane) hiourly / weekly [ bi-weekly / semi-monthly / monthiy\ yearly) other:
Thankyou, List any anticipated change in the employee's rate of pay within the next 12 months; 1o Effective date:
lei - — y 3
ﬁf;g:v%anagy If the employee’s work is seasonal or sporadic, please indicate the layoff period(s): spring and summer are busier
ABC Apartments and Property Management R
221 E. L1th Street | Austin, TX 78701 Additional remark(s):

Office: 512.475.3821

M. EMPLOYER AUTHORIZED REPRESENTATIVE CERTIFICATION
Fax: 512,475 3359

| certify that the above information is true and correct,

M m&f Crew Leader July 12, 2025

Signature of i Repr it s Title Date
Kade Tucker 512-580-0721 nla W Zlands.com
Authorized Representative’s Printed Name  Phone # Fax# Email

XYZ Landscaping. 4112 W. Loop 3680. Austin, TX 78725
Employer [Company] Name and Address

38
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Learning Point: Full-Time Hourly Employee

What is Jeremy’s income to be used for eligibility?

Il. THIS SECTION TO BE COMPLETED BY EMPLOYER

Employee Name: Jeremy Smith | Job Title: Landscaper
Presently Employed: ES DND Date First Employed: April 1, 2022
Last Day of Employment: or DNot Applicable
Current Wages/Salary: 520 {circle on! hm;\‘ )/ weekly / bi-weekly / semi-monthly / monthly / yearly / other:
Average # of regular hours per week: 40 Year-to-date earnings: $ 22,138 through__ 06/30 /25
Overtime Rate: $ 30 per hour Average # of overtime hours per week: 2
shift Differential Rate: n/a per hour Average # of shift differential hours per week: nfa

Commissions, bonuses, tips, other: $_100 (circle one) hourly / weekly / bi-weekly / semi-monthly / monthlm%’other:

List any anticipated change in the employee’s rate of pay within the next 12 months; ene Effective date:

If the employee’s work is seasonal or sporadic, please indicate the layoff period(s): spring and summer are busier

Additional remark(s):

39

Learning Point: Part-Time Hourly Employee

What is Jay’s income to be used for eligibility?

1I. THIS SECTION TO BE COMPLETED BY EMPLOYER

Employee Name:Jay Moore I Job Title: stocker

Presently Employed: ES DNO Date First Employed: 5/25/2025
Last Day of Employme|

or Nat Applicable

Current Wages/Salary: $15.00 (nrc\eun@\our\y}weekly / bi-weekly / semi-monthly / monthly / yearly /other:

Average # of regular hours per week: 22 Year-to-date earnings: $3,630 through 07/ 31 /25
Qvertime Rate: S""a per hour Average # of overtime hours per week:N/a

Shift Differential Rate: $N/a per hour Average # of shift differential hours per week: n/a
Commissions, bonuses, tips, other: $ nia (circle one} hourly / weekly / bi-weekly / semi-monthly / monthly / yearly fother:

List any anticipated change in the employee’s rate of pay within the next 12 manths:UNKNOWN  Effactive date: UNknown

If the employee’s work is seasonal or sporadic, please indicate the layoff period{s):part-time employee

Additional remark(s):Part-time employees do not get regular raises, they are budget based and unknown at this time.

40
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Learning Point: Paystub Average; Weekly Pay

What is William’s income to be used for eligibility?

5 B fm e g i
e oMo 105000 0040 00000000 Earnings Statement J_TN

Perod Beginning: 1 061712025 1?4'4 P—
HEB Period Ending: 06/23/2025 ®

HEB o Endi
512-821-5655 Period Ending:

DEPT. CLOCK VCHRNO. 062
3

Deduction  Statutory
FICA-Medicare 493 158.02

Deduction  Statutory

FICAMedicare 567 153.09
FICA-Social Security -2108 675.56 FICA-Social Security 2424 654.48
Federal tax 515 28190 Federal tax <1025 27675
State tax <000 0.00 State tax <000 0.00
Net Pay $308.84 Net Pay $350.84
Check -308.84 Check - 35084
Net Check 50.00 WNetCheck | 5000

i Ca o Earnings Statement _‘?

06/3012025 ®

Pay Date. 062612025 512-821-5555
101 FiEB PARRUAY Y g SO Pay Date 071032025
COMPANY STREET ADDRESS 2
COMPANY STREET ADDRESS 2
SAN ANTONIO, TX 78015 W WMBOMEZ SAN ANTONIO ¢ 7‘,,"5 WILLIAM GOMEZ
512-589-0781 g 5126890781
3130 W. 12TH STREET
Social Securty Number: o003 " e S 3130 W. 12TH STREET
Taraile Mt seLE EMPLOYEE STREET ADDRESS 2 ool o ot s EMPLOYEE STREET ADDRESS 2
Oependents amount o AUSTIN, TX 78721 b el 5 sy, % 78721
Other Benefits
Other Benefits
E: Rat H Amount YearTo Date b e i and Information T Period _ Year To Date
amings e tours __ Amount rear To Eamings Rate  Hours  Amount YearTo Date e
Regular 1700 2000 340.00 10.897.00 Regular o o0 5500 W00
Gross Pay $340.00 10,897.00 TorossPay  sweno0 10,557.00

41

Learning Point: Paystub Average; Bi-Weekly

What is Jane’s income to be used for eligibility?

Jane’s Work Number Report
shows the last 5 paystubs:
¢ July 11t: $1,650
* July 25%: $1,685
e August 8t: 51,432
e August 22n: 1,719
* September 5t: $1,103

1 2 3 4 5 1 2 1 3 4 5 6
6 7 8 9 10 11 12 3 4 5 6 7 8 9 7 8 9 10 11 12 13
13 14 15 16 17 18 19 0 11 12 13 14 15 16 14 15 16 17 18 19 20
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27
27 28 29 30 3 24 25 26 27 28 29 30 28 29 30

42

8/11/2025

21



Learning Point: Paystub Average; Semi-Monthly

What is the income to be used for eligibility ?

Earnings Pay Date: 7/1/2025 Earnings Pay Date: 8/1/2025

Pay period begin: 6/16/2025 Pay period begin: 7/16/2025

Pay period end: 6/30/2025 Pay period end: 7/31/2025

Pay Rate Hours Current Total Year to Date Pay Rate Hours Current Total Year to Date

Regular $  16.00 65 S 1,040.00 | § 7,500.00 Regular $ 16.00 54 5 864.00 | S 9,864.00
shift Diff. $ 17.25 15| $ 258.75 | $ 258.75 [Shift Diff. $ 17.25 26| S 448.50 | S 707.25
Bonus 3 - s - Bonus $ 240.00 [nfa s 240.00 | & 480.00
Total 3 1,298.75 | & 7,758.75 Total s 1,552.50 | & 11,051.25
Earnings Pay Date: 7/15/2025 Earnings Pay Date: 8/15/2025

Pay Rate Hours Current Total

Pay period begin: 7/1/2025
Pay period end: 7/15/2025
Year to Date

Pay Rate Hours Current Total

Pay period begin: 8/1/2025
Pay period end: 8/15/2025

Year to Date

Regular $  16.00 80 1,500.00 | § 9,000.00 Regular $ 16.00 70( 5 1,120.00 [ § 10,984.00
Shift Diff. $ - S 258.75 [Shift Diff. $ 17.25 10| 172.50 | $ 879.75
Bonus $ 240.00 |nfa g 240.00 | § 240.00 Bonus S < 480.00
Total S 1,740.00 | & 9,498.75 Total s 1,292.50 | § 12,343.75

43

Learning Point: Paystub Average with a Twist

What is the income to be used for eligibility ?

Earnings Pay Date: 4/12/2025 Earnings Pay Date: 4/26/2025
Pay period begin: 3/31/2025 Pay period begin: 4/14/2025
Pay period end: 4/6/2025 Pay period end: 4/20/2025
Pay Rate Hours Current Total Year to Date Pay Rate Hours Current Total Year to Date
Regular $  10.00 40| 5 400.00 | 9,345.00 Regular 5 10.00 40[ s 400.00 | $ 10,145.00
Shift Diff. S 1,800.00 Shift Diff. S 1,800.00
Bonus 5 300.00 Bonus $ 100.00 [n/a 5 100.00 | $ 400.00
Total S 400.00 | $ 11,445.00 Total S 500.00 | $ 12,345.00
Earnings Pay Date: 4/19/2025 Earnings Pay Date: 5/2/2025
Pay period begin: 4/7/2025 Pay period begin: 4/21/2025
Pay period end: 4/13/2025 Pay period end: 4/27/2025
Pay Rate Hours Current Total Year to Date Pay Rate Hours Current Total Year to Date
Regular $  10.00 40| 5 400.00 | 9,745.00 Regular 5 10.00 40[ s 400.00 | $ 10,545.00
Shift Diff. S 1,800.00 Shift Diff. S 1,800.00
Bonus 5 300.00 Bonus ] 400.00
Total 5 400.00 | $ 11,845.00 Total S 400.00 | $ 12,745.00

44
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Learning Point: Paystub Average with a Clarification

What is the income to be used for eligibility ?

Earnings Pay Date: 4/12/2025 [Earmings Pay Date: 4/26/2025

Pay period begin: 3/31/2025 [Pay period begin: 4/14/2025
pay period end: 4/6/2025 Pay period end: 4/20/2025
PayRate Hours Current Total Pay Rate Hours Current Total
Regular $  10.00 40] $ 400.00 | $ 9,345.00 Regular $  10.00 40[$ 200.00 | $ 10,145.00
Shift Diff. B 1,800.00 [shift Diffff
Bor $ 300.00 [Bonus Il. VERIFIED INFORMATION
1. Reason for Clarification:
[Total B 400.00 [ $ 11,445.00 frotal
What is the shift differential rate?
e Pay Date 47572055 | How often are shift differential hours received/paid?

How often are bonuses paid and what is the maximum amount?

Pay period begin: 4/7/2025
pay period end: 4/13/2025

Hours Current Total at
Regular $  10.00 a0] $ 400.00 | 9,745.00 2. Explanation for Clarification Given:
shift Diff. $ 1,800.00 . . . . . .
Bonus s 30000 The shift differential rate is $15 per hour, $5 extra. Employees no longer receive this pay though.
Total $ 400.00 | $ 11,845.00

Bonuses are paid on a monthly basis, if earned, at a maximum of $100 per month.

3. Additional remark(s):

None of these above is guaranteed, but the information is based on current employment information.

45

Income: Irregular Employment — Seasonal or Sporadic

If unable to verify the
restrictions/range
assume it will
continue throughout
the certification
period

Use reasonable
judgement, most
reliable approach to
estimating
anticipated income

Include amounts that
can be verified

Verified Amounts

' Verification unavailable
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Learning Point: Irregular Employment — Seasonal or Sporadic

What is Rebecca’s income to be used for eligibility?

--------------- EMPLOYER INFORMATION--=-=-====nnnnnn --=-=---------EMPLOYEE INFORMATION---=-========-=
Name: Del Valle SCHOOL DISTRICT Name: Cruz-Smith, Rebecca
Address: 456 School District STREET Address: 123 Ave K
Del Valle, TX 78723 Gun Barrel City, TX 75156

Check Date: 01/13/2025 Gross Wages: 2,272.22 Check Number: 9000156
Net Amount: 1,954.18
Check Type: Regular

Gross Wages: Il. VERIFIED INFORMATION
1. Reason for Clarification:

Minus Deductions that Decrease Tax:
Plus Taxable Benefits: Rebecca Smith is applying for our apartment community, she indicated that is not employed or paid
Taxable Gross Wages: during the summer months, is that correct? What dates are her layoff period?

YTD Taxable Gross Wages:

2. Explanation for Clarification Given:
Mrs. Smith has elected to have her pay broken into 9 payments instead of 12, all school teachers and
aides are off for the summer months of June, July and August. Monthly pay is only received in the 9
months of the school year.
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Income: Anticipated Changes

* Anticipated changes can include:
* Rate of pay
* Hours worked
* Benefits (bonus or commission, for example) received
* If the applicant anticipates the increase...
* Take the anticipated increase into account when determining eligibility
* If verification is not possible, or employer will not confirm, gather a self-
certification
* Paystubs should be reviewed to confirm increases in pay and calculated using the
increased pay, if a change occurred during the period for which paystubs were
obtained

48
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Learning Point: Anticipated Changes continued

What is Christina’s income to be used for eligibility if certification is effective
on July 4th?

Il. THIS SECTION TO BE COMPLETED BY EMPLOYER
. 1
Employee Name: Christina Jones [ Job Title: Sales Person |
Presently Employed: ES DNO Date First Employed: 11/1/2022 S M T W T F S S M T W T F S S M T W T F S
Last Day of Employment: or E 1 2 3 4 s 1 2 1 2 3 4 5 &
Current Wages/Salary: $19.50 (cin:leaneekly / bi-weekly / semi-monthly / menthly / yead ¢ 7 8 9 10 11 12 @ ©® 6 60 0 @ @ 6 @ W @
1314 15 16 17 18 19 0 1M 12 13 14 15 16 14 15 16 17 18 19 20
Average # of regular hours per week:40 hear—to-date earnings: 5. 23,400 throf 20 21 2 23 24 25 2 17 18 19 20 21 2 23 21 2 23 24 25 2 27
Qvertime Rate: sn!a per hour Average # of overtime hours per week:N/ B0o06d :: DeooLw W e
Shift Differential Rate: $N/a per hour Average # of shift differential hours per w
Commissions, bonuses, tips, other: $NON€ __ (circle one) hourly / weekly / bi-weekly / semi-monthly / monthly] s M T W T FS s M T W T F é s M T W T FS
—— 12 3 4 12 3 4 5 6
List any anticipated change in the employee’s rate of pay within the next 12 months: $20/M0Ur__ effective d 5 6 7 8 9 10 1 2 3 4 5 6 7 8 7 8 9 10 11 12 13
Fth ! N i | dic. ol dicate the layoff period(s):-noNe 12 13 14 15 16 17 18 9 10 11 12 13 14 15 1415 16 17 18 19 20
e employee’s work is seasonal or sporadic, please indicate the layoff period(s): e e 6oy o8 19w o1 D 23 o 25 26 2
Additional remark(s): 2 27 28 29 30 3 23 24 25 2 27 28 29 28 29 30 31
= —————————— 30

Income: Self-Employment/Income from Business

Net Income = Gross Income —
(Business Expenses, the interest on
loans and depreciation computed on
a straight-line basis)

Net Income from
Business

If Net Income is negative, Count as
ZERO

Salaries distributed Any family member in the applicant
from the business to group

Include the following

Cash or assets Exception: Unless withdrawal is a
o Withdrawn by familygess  reimbursement of cash or assets
members invested in the business

50
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Learning Point: Self-Employment Income

Morgan has a landscaping business. They gross $4,900 per month. Their
quarterly expenses (repairs, fuel, supplies, etc.) are $1,600. Morgan has one
part-time employee that is paid $1,500 per month.

What is the income to be included for Morgan’s self-employment?

51

Income: Peer-To-Peer Payment Applications

Josie babysitS' she gets pald e The income Josie receives must be included
! e |f Venmo holds a balance it is an asset

thrOUgh Venmo e |f the account does not have a balance, it is not included as an asset

Domanik makes and sells e The income from the sales is income for the household

0TI A S 18 <Xl [TA =PRI s [SR I * 'f PavPal holds a balance of money, then it must be included as an asset
paid through PayPaI e |f the account does not have a balance, it is not included as an asset

Y=F n’s roommates pay him e Zelle is a pass-thru account only, it cannot hold money, so this is not an asset

e This is not income, it is a reimbursement
back for the home expenses o |f Sean was receiving money for something like dog-sitting for his roommate,

incurred th rough Zelle that would be income to include in the calculation of eligibility

52
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Learning Point: Self-Employment; Gig Income

< Current week

O @

Dawn works for Instacart in

$369.77 [

Sepli-17ew® © @

addition to her regular

53

Weekly earnings $170 28 employment'
Batch earnings $1
patch [ Sepa10 -t Based on the three (3) most
Tips recent weekly statements,
Final ti $294 38 $63.38 . .
. $63.38 what is her income for
Total o _ep_spe
?
Weekly earnings $é?&?£ ellglblllty'
Batch earnings $97.63 $170.28
Batch pay $97.63 ’
Tips $196.75
Final tips $196.76
Total $294.38
o
Income: Tip Income
e Let’s talk about tip income...
Applcant/Tenan: apartment: * Tips are not always reflected on
!, e hereby certify that | receive § weekly/monthly/quarterly/annuzlly (circle one} paystubs or Verifications
in undeclare hplncome.
These are tips the | DO NOT report to my employer, and are in addition to the amount of tipincome | report to ° Obtain a Self-certification (é) Of
my employer for tax purposes. « . .
B anticipated tips
°

Under penalty of perjury, | certify that the information presented in this certification is true and accurate to
the best of my knowledge. 1 further understand that providing false representations constitutes an act of
fraud. False, misleading, or incomplete information may result in the termination of my lease agreement. |
understand that | may be required to periodically update this information as requested by ewner/agent.

signature of Applicant/Tenant Date

https://www.tdhca.texas.gov/compliance-forms

Tip income is typically earned in

service industries

*  Wait Staff & Bartenders

e Hair Stylists & Nail Technicians

* Taxi, Delivery and Rideshare
Drivers

* Valet Persons

* This list is not exhaustive!
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Learning Point: Hourly Employee; Unreported Tips

What is Jeanna’s income to be used for eligibility with the self-certified tips?

11. THIS SECTION TO BE COMPLETED BY EMPLOYER

Employee Name: Jeanna Calzada | Job Title: Dog Caregiver and Dog Walker
presently Employed: [/]vEs [JNO  Date First Employed: 11/27/2023

Last Day of Employment: or  [¥INot Applicable
Current Wages/Salary: $_19.00 (circle cn weekly / bi-weekly / semi-monthly / monthly / yearly /other:
Average # of regular hours per week: 40 Year-to-date earnings: $ 38,760 through 12/26/2024
Overtime Rate: $.28.50 per hour Average # of overtime hours per week: 1
Shift Differential Rate: $21.00 per hour Average # of shift differential hours per week: 8

Commissions, bonuses, tips, other: $ 50 iPS__ (circle one) hourly /@ bi-weekly / semi-monthly / monthly / yearly /other:

List any anticipated change in the employee’s rate of pay within the next 12 months: None Effective date:

If the employee’s work is seasonal or sporadic, please indicate the layoff period(s): n/a

Additional remark(s): All employees are required to work one over-night shift a week

Jeanna Calzada 101

Applicant/Tenant: Apartment:

Jeanna Calzada 50

l, , hereby certify that | receive §
inundeclared tip income.

@ﬁ onthly/quarterly/annually (circle one)

These are tips the | DO NOT report to my employer, and are in addition to the amount of tip income | report to
my employer for tax purposes.
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Income: Social Media Influencer

There are many ways a person can get paid for being a social media influencer. Most
are independent contractors and should be treated as self-employed.

Example: Kevin streams for YouTube. He can make anywhere from $1,200 to $4,000,
dependent upon his views, ads, etc., per month and receives a statement each month. He
also has subscribers and gifts given which must also be included as income. In this case, he

can provide the most recent 4-6 statements. To calculate his income, average the statements
and count the net income. The taxes paid/owed are not considered an allowable deduction
when determining the net income. Please note, not all influencers receive monthly
statements; therefore, you will need to work with the applicant and/or prospective resident
regarding what they have available to verify their income.

Acceptable forms of verification would include:
- IRS form 1040 schedule C or 4506-T
- Statements showing net income (most recent 4-6 to average)
- Other documentation listed in Appendix 3 of the 4350.3
- Self affidavit as last resort

Citation: HUD 4350.3, 5-6H, page 5-13
Appendix 3 ( Acceptable forms of verification) @
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Income: Unearned Income

Child Support & Alimon
|7 pp y

Social Security and SSI
li y

l— Monetary Contributions

li ploy

o e

l— Retirement & Pension

Financial Aid
li

l— Disability & VA Benefits

TANF (not food stamps
li ( ps)

** This list is not exhaustive **

57

Income: Adjustments for Prior Overpayments

Calculate assuming current circumstance will last a full twelve (12) months.

Adjustments for Prior Overpayment of Benefits

actually provided after the adjustment.

If an agency is reducing a family's benefits to adjust for a prior overpayment (e.g.,
social security, SSI, TANF, or unemployment benefits), count the amount that is

58
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Income: Unemployment Income

Based on the unemployment benefit statement; what is the amount of
unemployment income that would be included in the calculation of eligibility?

Claim Type:

Claim Start Date:

Weekly Benefit Amount:
Maximum Possible Benefits:
Benefits Paid to Date:
Benefits Remaining:

Next Date to Request
Payment:

Your Scheduled Filing Day is :

Regular Unemployment Benefits

$392.00

$9,176.00
$2,730.00
$6,446.00

On your scheduled filing day during the week beginning SUNDAY

SUNDAY

59

Income: Unemployment Income Exception

Housing Tax Credit (HTC) Program Exception

Annualized payments should not be used unless the source of
funds is expected to continue throughout the certification
period, or for an indeterminable length of time.

60
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Income: Child Support/Alimony

Child Support/Alimony: the amounts received ONLY are included for
eligibility, regardless of what the court ordered amount is.

If Court Ordered or through Enforcement Agency:

* Obtain the current pay history at the time of application/certification

* Include the payments received within 120 days of the certification
effective date

If NOT Court Ordered or through an Enforcement Agency:

* Obtain a monetary gift letter from the person paying the cash support
* If unable to obtain gift letter, family should self-certify the income

Learning Point: Child Support/Alimony; Not Received

Kara has a court order to receive $325 per month, but her ex-
husband does not pay, she has certified to this fact; however,
Kara has made no effort to collect the child support. The
payment history received from the Attorney General indicates
that payments are not made.

We must count the full $325 per month as income, true or false?
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Learning Point: Child Support/Alimony; Given Back

An applicant has provided a pay history showing a payment of child support in
the amount of $250 every month. The applicant is returning all of the money
via Venmo since the non-custodial parent and the applicant have mutually

agreed upon a change to the child support order and now are sharing custody.

Does the full child support amount need to be included as income?

63
Learning Point: Child Support/Alimony; Regular Payments
What is the amount of child support to be included in the calculation of
eligibility for this family certifying on January 21st?
Date: January 10, 2025
Recipient Name: JENIFER HERMAN
From Tuesday, January 21, 2025
Subtracted 120 days
CHILR
] Na case was found on the Child Support
o Cause #: D2-X00000
v Th f court 5
:m'ﬂlmm"k‘;’a'}!m Result: Monday, September 23, 2024
This document contains the most recent child s| per MONTHLY as Title IV-D agency. Federal
Tax Offset amounts are not included in the last] Last 12 Payments f applicable, are provided on
the reverse side of the form. V/ Date: Ammlni:\
12/30/2024 $258.00
OAG Case#: Cause #: D2-) 12/16/2024 $258.00 Couse #:
00104 The amount of 12/02/2024 5258.00 The amount of court
Reghitry Only child support 1111972024 $258.00 child support is
pez, IMONTER 11/05/2024 5258.00
s e vuee | || 1072722024 525800 [ puee T e
123072024 10/07/2024 5258.00
1211672024 09/29/2024 58.00
i 09/1972024 52,535.00
|I al;;ﬁt;zz: 09/01/2024 51;:.1]]
09/16/2024 5258.00
sy 09/01/2024 $258.00
05/152024
09/01/2024
09/1672024
0901/2024
| (o)
64
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Learning Point: Child Support/Alimony; Monthly Payments

What is the amount of child support to be included in the calculation of
eligibility for this family certifying on March 1st?

Other Parent: Imn smith From Saturday, March 1, 2025
Below are the last 12 payments. Subtracted 120 days
Date A ' Type
CUUDGTYYY) Result: Friday, November 1, 2024
01/03/2025 $147.00 Direct Deposit
12/08/2024 $147.00 Direct Deposit
11/06/2024 $147.00 Direct Deposit
10/05/2024 $147.00 Direct Deposit
09/09/2024 $147.00 Direct Deposit
08/03/2024 $147.00 Direct Deposit
07/02/2024 $147.00 Direct Deposit
©
65

Learning Point: Child Support; Sporadic

Other:

CHILD SUPPORT INCOME VERIFICATIQ

[ No case was found on the Child Support

Date: December 27, 2024
Recipient Name: Esther Cruz

‘This document contains the most recent child support income infi

What is the Child Support to be included in the
calculation of eligibility for Esther Cruz with a
certification date of February 1, 20257

tion in the pos:

O

From Saturday, February 1, 2025

Tax Offset amounts are not included in the last 12 p: P A P records, if arep on
the reverse side of the form.
‘OAG Case #: Cause #f: 324-xxxx-11 The OAG Case #: Cause ¥:
001868 amount of court child The amountof court
Registry Only upportis 222.00 Registry Ouly child support is
per BEWEEKLY =
Dependent(s): 1ast12 Payments Last 12 Paymeats
LAM CRUZ Date: Amount: Date: Amount:
127232024 $120.00
/23024 §75.00
10/09/2024 $50.00
So5o0
082672024 $65.00
07/1372024 520031
06/28/2024 514131
05/08/2024 $75.00
04/01/2024 520031
03/172024 §2041.31
02/172024 $65.00
017032024 $2031

Subtracted 120 days

Result: Friday, October 4, 2024
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Learning Point: Child Support/Alimony; Irregular Payments 1

What is the amount of child support to be included in the calculation of
eligibility for this family certifying on June 21%; verification is dated June 1st?

CHILD SUPPORT INCOME VERIFICAT
From Saturday, June 21, 2025

uad o0 the Child Support Competer System Subtracted 120 days

[ the most recent child support income information in the possessid Result: Friday, February 21, 2025
 not included in the last 12 payments provided. Additlonal payme|
jorm.

I Causetfiz DIAGIS00128% | OAG Canet:
The amount of court child

support is  795.00 Registry Only
per  MONTHLY
Last 13 paymeats

Dependent(s):

Date: Amount:
082772025 s442.18
05/122025 $442.18
04282025 $83531
O/1472025 $442.18

033172025 $90).06
0M1772025
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Learning Point: Child Support/Alimony; Irregular Payments 2

What is the amount of child support to be included in the calculation of
eligibility for this family certifying on August 25™; verification is dated August

8th P)
Cause #:  2011-FAM-1923-B From Monday, August 25, 2025 4 days in Apl’l|
The amount of court Subtracted 120 days .
child supportis  700.00 2(1) 3ays in ;\/Iay
MONTHLY ays inJune

Last 12 Payments Result: Sunday, April 27, 2025 | |31 daysinJuly

Date: Amount: 8 days in August = 104 total days covered
08/01/2025 $700.00
07/22/2025 $1,162.00
07/08/2025 $700.00
06/26/2025 $£700.00
05/28/2025 $£700.00
05/15/2025 $462.00

5/01/2025 $700.
0TS0 3362
04/03/2025 $600.00
03/25/2025 $£362.00
03/04/2025 $600.00
02/20/2025 $255.54
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Learning Point: Child Support/Alimony; Irregular Payments 3

The household is certifying on July 1%t and the
verification below was obtained on June 23", What is
the amount of child support to be included in the

certification?
OAG Case #: 001234567 Cause #: F-2021-23-D
Registry Only Case: The amount of court ordered
Dependent Name(s): cyi]d 511}?p01't is $832.00
JOHN SMITH Monthly.
JANE SMITH Last 12 payments

ate Amoun
06/20/2025 $274.62
06/10/2025 $274.62
06/03/2025 $274.62
05/26/2025 $274.62
04/28/2025 $273.46
4/13/2025 $9.9
12/29/2024 $241.15
12/22/2024 $206.15
12/15/2024 $241.15
10/06/2024 $241.15
09/29/2024 $185.75
09/22/2024 $108.55
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Income: Social Security

* Count gross amount; prior to any deductions
* |f the deduction is a result of an overpayment, it can be removed from the
calculation of income
* |f the deduction is for any other reason; insurance, Medicare, etc., it cannot be
removed from the calculation of income
* Include payments received by:
* Adults
* Adults on behalf of any family members in the household
* Family Members under the age of 18
* Exclude payments received by:
* Live-in Aides
* Foster Adults and Foster Children
* Adults on behalf of Foster Persons
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Learning Point: Social Security Before COLA Announcement

What is the amount of Social Security Income to be counted for this family with a certification
date of October 1, 2025?
The Social Security Administration has not announced a COLA increase, yet.

SOCIAL SECURITY ADMINIS uslTON
Date: September 2,2025
BNC#:21BC88475
REF:A,DI

MICHAEL SMITH
311 GLEN ST
PAMPA, TX 79065

¥ou asked us for information froem your retord: The information that yom
requested is shown bDelow. If you want anyone elge to have thisg information, yeu
may send them this letter.

Information About Current Social Security Benefits

Beginning September 2025, the full monthly
Sorial Segcdrity benefit before any deductions is......3 1587.20

We deduct $148.50 for medical -insurance pretiumg each menth.

The regular Wonthly Social Security paywent is........5 1438.00
(We must rousd down to the whole dollar.)
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Learning Point: Social Security with Overpayment

What is the amount of Social Security Income to be counted for this family with a certification
date of May 1, 2025?

8 Social Security Administration
& Benefit Verification Letter

Date: April 11, 2025
BNC#: 24B86719
REF:DC

Bw.;@g,u.,.l]||.,..L.|.nu,.|1,,||,|[|,|,|qm|.|,.

45 SPENCE ST =
Fort Worth TX 75200

You asked us for information from your record. The information that you
requested 1s shown below. If you want anyone else to have this information, you
may send them this letter.

Information About Supplemental Security Income Payments

Beginning April 2025, the current Supplemental Security Income payment
is $848.70.

This is affer we have withheld $94.30 to recover an overpayment.

This payment amount may change from month to month if income or living
situation changes.
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Learning Point: Social Security After COLA Announcement

What is the amount of Social Security Income to be counted for this household with a move-in
date of November 1, 20247
The Social Security Administration announced a COLA increase of 2.5% on October 10, 2024.

Thursday, October 10, 2024
For Immediate Release

Mark Hinkle, Press Officer
press.office@ssa.gov

SOCIAL SECURITY ADMINIS oarION
Date: September 2,2024
BNC#:21BC806708475
REF: A, DI

News Release

SOCIAL SECURITY

MICHAEL SMITH
3111 GLEN ST
PAMPA, TX 78065 Social Security benefits and Supplemental Security Income (SSI) payments for more than 72.5 million Americans will increase 2.5 percent in 2025,
the Social Security Administration announced today. On average, Social Security retirement benefits will increase by about $50 per month
starting in January.

Social Security Announces 2.5 Percent Benefit Increase for 2025

You asked us for infommation from your retord: The information that yom
requasted is shown below. If you want anyone else to have this information, you
may send thewm this letter,

Information About Currenc Sccial Security Bepefits

Beginning October 2024, the full monthly
Sorial Security benafit before any deducticns fs......5 1587.20

We deduct $148.50 for medical ipsurance presiiums sach month.

The regular monthly Social Security payment is........§% 1238.00
(We must rowd down to the whole dollar.)
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Inflationary Adjustments for 2025

Items Adjusted for Inflation Annually by HUD
12023 2024 2025 2026| 2027|2028 | 2029|2030
Student Income Allowance $ 480.00[3% 48000 [F  480.00
Dependent Deduction S 480.00 S 480.00 | $ 480.00
Adoption Assistance Allowance S 480.00 S 480.00 | $ 480.00
Elderly Deduction $ 400.00 | § 525.00 | § 525.00
Asset Limitation Threshold $ 5,000.00 | § 50,000.00 | $ 51,600.00
Threshele-forwiedical Deduction™ 3% ~T0% %
Cost of Living Allowance (COLA) 8.70% 3.20% 2.50%
Passhook SavingsRate 0.06% B-48% 0.45%
* Does not include the hardship allowance applicable to some households

https://www.tdhca.texas.gov/compliance-forms
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Learning Point: Social Security for a Minor Family Member

Charles is applying with his 10-year-old niece, Daisy. Daisy receives Social Security
benefits due to the death of a parent. She receives $744 per month.

How much income should be included in the calculation of eligibility for this family?

Earned | Other Income
Income (including income from
assets)

Dependents (child under No Yes
18)

Family Members

75

Income: Monetary (Family Support) Contributions & Gifts

Any amount received from persons outside the family must be included in income for
purposes of eligibility.

* Examples include:
* Rent or utilities paid on behalf of the applicant or family
* Cash contributions received on a regular basis
* Financial assistance provided for the support of a child in the family
* Financial assistance provided to assist a student family member

* Exceptions include:
* Groceries brought to the family
* Contributions paid directly to a childcare provider by persons not in the household
* Gifts for birthdays, weddings or other major life events of family members
* Federal/State tenant-based rental or utility assistance
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Learning Point: Monetary (Family Support) Contributions

What is the calculation of income for eligibility based on the monetary
contribution letter below?

Angust 10, 2025
To whem i+ may cowcerw,

I, Wichelle Rogers, provide wy friend, April Johnsen, a mowthly gift of $400. This gift has wo end
date and is paid every monwth. Flease feel free to contact me with any auestions.

Thawk you,
Wichelle Rogers
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Income: Periodic Payments

Typically, these benefits are funds in which the applicant paid into over time

e Once matured, monthly benefits are paid out.

Include verifiable anticipated increases, usually referred to as Cost of Living
(COLA) increases

Can be received from:

e Annuities

e Insurance Policies (i.e. Long-term Care Insurance, etc.)
¢ Pension or Retirement Funds

¢ Disability or Death Benefits
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Learning Point: Periodic Payments

What is the amount of retirement income that should be included in the
determination of eligibility?

l ﬁTRS Verification of Monthly Payments

TRSZ31 (02-1 e . 5
oz in i I TRS Verification of Raise Amounts
1000 Red River Street TRS231R (02:19)
Austin, TX 78701-2698 fri i S
(8002238778
s teas, 1000 Red River Streat

Austin, TX 78701-2698
12/23/2024 fraciad]

Name John Smith Social Security Numbertpsaszg December 23, 2024
The person named above currently receives the following monthly payments from the Teacher Retirerinent System. Name:  John Smith - ‘Social Security Number: 12345678

Monthly benefit payments are generally due to be paid on the last working day of the month for which the payment

The person named above currently receives the following amount each month from the Teacher Refirement System of
accrues.

Texas (TRS):

$1,658.36_ Gross

12/31/2018 Retirement Date
‘The following information below indicates the increases to the monthly payment that the person namec above has
Current Gross Effective Date of Commencement TRS Option TRS Option Effective Date of Current received:
Amount of Monthly o Pa Member] Benefic Pa yment
Payment = e (emben — There are no raises for this participant.
om - Through
$1.658.36 01/01/2019 - FOR LIFE 09 ‘ 01/31/2 If you have any questions, please call TRS.
$1.658.36 Gross Total of All Monthly Payments
$86.16 Total Federal Income Tax Withheld
$135.00 TRS-Care Insurance Premium(s) Withheld
! Other Healthcare Insurance Premium(s) Withheld
2.92 Monthly Dues to Professional Organizations
$1.434.28 Net Amount of All Monthly Payments
. . . . “« T . .. .
**Verify with issuer if there have been any “cost of living” increases since the origination** @
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Income: Retirement Accounts

Betty is 75 years old and has retired this year. She is contributing to her IRA and, because
she is over the age of 72, is receiving $6,450.00 per quarter in required disbursements
(RMD).

While the retirement account, as of January 1, 2024, is no longer considered an asset for
Betty’s family, the income must be included as regular income for the family.

Andrea is 40 years old and has not retired. She is contributing to her 401k through her job
but has had to take money out of her 401k to help her pay expenses incurred. She is taking
these out as withdrawals and not loans on her 401k.

The retirement account, as of January 1, 2024, is no longer considered an asset for
Andrea’s family and the withdrawals are excluded as income for the family because they
are not required disbursements.
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Income: Pension Funds — Special Rule

Any portion of a fund paid directly to an applicant’s former spouse

pursuant to the terms of a divorce decree, annulment or legal
separation are excluded from their income

e Applies to annuities, Social Security, state, local or private pensions
authorized by the Office of Personnel Management (OPM)

e |f the former spouse is applying, the court ordered amount would be
included in their income

81

Income: Zero Income Certification

TE0AS DIPARTMINT OF HOUSG AND COMMUSSTY A/FARS

Cmtescanion or 1m0 Incoss
0% b i b et Gt e b

st & remabd e st

A Within the nest 12 months, wil you receive
Yo mt gty sasts

The Certification of Zero Income is not a
required form; however, it is helpful as a due
diligence item to ensure that all income sources
have been properly screened for, and a person
truly has zero income.

ot rc of rxome soce | ash o you more e mator o

&, and you do not expest 1o have any source of
e, enplain how you will pay for the following: ferte A/ f the cost soes

The Department does not have a form for a
household to certify that they are not
employed; however, owners are encouraged to
use whatever means necessary to determine
household eligibility and this is a helpful form
in that regard.

S sy 4. 2903 https://www.tdhca.texas.gov/compliance-forms @
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Income: Tips to Minimize Challenges

N\
‘ All verification forms completed in their entirety

. All household income is certified and verified, if required
\
. Are all verifications/certifications current? (within 120 days)
I
. Forms are tested for integrity, clarifications present, etc.
[
. No correction fluid, white-out or evidence of tampering/perfecting
[

‘ Peer Review

‘ 3rd party or compliance file review

4
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Income: Special Circumstances
Student Family AR Pl il
Members Military Family |l Confined Family
Members Members
Incarcerated Persons Under Financial Aid
Persons the Age of 18
Resident Section 8
Service Stipend Verification
84
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Income: Full-Time Student Family Members; Earned Income

* If 18 years of age or older; count only a small amount of the student’s
earned income — a maximum of $480 per year (to be adjusted annually by
HUD) if:

* The student is not the Head of Household, Spouse or Co-Head
* The student is a Dependent of the family
 Student Status must be verified with the institution of education
* Verified by the Registrar’s Office
* If the Registrar’s Office will not verify you will use the Student
Clearinghouse to verify
 Full-time student status is determined by the educational institution or
technical school
 All income verifications (paystubs, reports, etc.) must be gathered

85

Learning Point: Full-Time Student Family Members; Earned Income

Andrea applies with her 19-year-old daughter, Kelsey. Kelsey works part-
time at a local sushi restaurant making $6,230 a year.

True or false; only $480 of Kelsey’s income should be included in the
calculation of income for eligibility?

86
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Learning Point: Full-Time Student Family Members; Unearned Income

Peter applies with his parents; he is a full-time student at the local college.
Peter receives Social Security in the amount of $804 per month.

True or false; only $480 of Peter’s income should be included in the
calculation of income for eligibility?

87

Learning Point: Full-Time Student Family Members; Earned Income-Minor

Samantha applies with their 16-year-old child, Tayler, who is a full-time
student. Tayler works part-time at a local electronics retailer making $4,530
a year.

True or false; only $480 of Tayler’s income should be included in the
calculation of income for eligibility?
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Learning Point: Full-Time Student Family Members; Spouse

Trishia applies with her spouse. Trishia is a full-time student at the local
university. Trishia receives earned income in the amount of $36,000
annually.

True or false; only $S480 of Trishia’s income should be included in the
calculation of income for eligibility?

89

Income: Family Members; Active-Duty Military

¢ Income must be counted if the Military Family

Include Family Members on Member is the Head, Spouse, or Co-Head

Active Military Duty in the e If the spouse or a dependent of the person on
Household Composition active military duty is a family member of the

household the Military Person’s income is counted

* Include

= Regular & Special Pay
= All Allowances

* Exclude:
= Hostile Fire Pay
* Only acceptable form of verification is the Leave and Earnings Statement

(LES) o
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Learning Point: Active-Duty Family Member is Head, Spouse or Co-Head

Nancy applies with her son Kendall. Nancy’s application indicates that
there are 3 household members and her spouse, Jerry, is away on active-

duty in the military.

Jerry's income and assets must be considered when determining income

eligibility.

Learning Point: Active-Duty Military Person’s Dependent

Sylvia applies with her husband Sam and niece Claire. Sylvia indicates that

she is caring for Claire while her sister, Margie, is away on active-duty.

Margie is single and no other permanent housing is identified other than
military housing. The income and assets of Margie should be included

when determining eligibility.
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Learning Point: Leave and Earnings Statement (LES)

What is the calculation of eligibility based on the LES shown below?

DEFENSE FINANCE AND ACCOUNTING SERVICE MILITARY LEAVE AND EARNINGS STATEMENT
ID | NAME (Last,First,Ml) SOC. SEC. NO. |GRADE PAY DATE |YRS SVC ETS BRANCH |ADSN/DSSN [PERIOD COVERED
l Kirkham, Daniel } 40127890 I EO3 12202024 ] 05 240334 |ARNG 5689 December 2024
ENTITLEMENTS DEDUCTIONS ALLOTMENTS SUMMARY
|
(Type l Amount|Type Amount|Type Amount|+Amt Fwd

A ||BAsic PAY 1340.10 |FICA TAX 10251 +TOT ENT 1958.04

B || SUBSISTENCE ALWS 230.12 |SGLI 31.00

S LR e SERSnShe

E -TOT ALMT

':Ij‘ =NET AMT 1548.99

. .CR FWR

M

N =EOM PAY

o

DIEMS RET PLAN
TOTAL 1958.04 409.05

FED Wage Period | Wage YTD M/SIH Muit Jobs |Dep 17 Under| Other Dep Add'l Tax Other Deds |Other Income| Tax YTD
TAXES 1340.10 8662.94 S ‘ N 01 00 .00 .00 .00 1100.00
FICA Wage Period | Soc Wage YTD | Soc Tax YTD | Med Wage YTD |Med Tax YTD | STATE | St | Wage Period | Wage YTD |M/S| Ex Tax YTD
TAXES 1340.10 3662.94 227.10 3662.94 53.11 TAXES] T 1340.10 8662.94| S| 00 .00
PAY BAQ Type |BAQ Depn|VHA Zip [ Rent Amt Share Stat JFTR | Depns | 2D JFTR | BAS Type |Charity YTD| TPC| PACIDN
DATA W/ODEP| NODEP oooool ' [ l i A
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Income: Permanently Confined Family Member

Individuals permanently confined to a nursing home or hospital
* May not be the Head, Spouse, or Co-Head

* May continue as a family member at the applicant’s discretion

How to handle income depends on the Applicant, if they...
* Include as a family member: Count all income

* Exclude the family member: Income is not counted

94
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Income: Incarcerated Persons

If individual is incarcerated — do not count as a household member but

count any income the family receives from the individual.

95

Income: Persons under the age of 18

¢ Include income if:

e Under the age of 18, who under law, are
treated as adults

e |dentified as Head, Spouse, or Co-Head

Emancipated Minors

¢ Follow same rules as Dependents

e Adoption assistance payments in excess of
$480, annually, are not counted

e Amount will be adjusted annually by HUD

Adopted Children

96
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Income: Types of Financial Assistance Under Title IV of HEA

Federal early outreach Federal supplemental Leveraging Educational
Federal Pell Grants and student services educational Assistance Partnership
programs opportunity grants program

Special programs for
students whose
families are engaged in
migrant and seasonal
farmwork

Robert C. Byrd Honors Childcare access means

Scholarship Program parents in school e

Federal Family
Education Loan
Programs

Scholarships for
veteran’s dependents

Federal Work-Study William D. Ford Federal
Programs Direct Loan Program

Section 134 of the
Workforce Innovation
and Opportunity Act
(WIOA)

Higher Education Relief
Federal Perkins Loans Opportunities for
Students

97

Income: Student Eligibility HAS NOT Changed

Student Eligibility is program based. The eligibility requirements
for student family members participating in programs has not
been changed. You must ensure that the student eligibility for the
family members has been met.

All student household family members must be evaluated for
student financial aid as we will discuss on the following slides.

98
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Income: Financial Aid, Included or Excluded

® Only count amount received in excess of tuition, books,
fees and room & board charges

¢ Obtain documentation to support the amount in excess of
tuition, books & supplies, fees and room & board charges

Actual covered costs include: tuition, books, supplies (including supplies and
equipment to support students with learning disabilities or other disabilities),
room and board, and fees required and charged to a student by an institution of
higher education (as defined under section 102 of the Higher Education Act of
1965 (20 U.S.C. 1087uu)). For a student who is not the head of houschold, co-

head. or spouse, actual covered costs also include the reasonable and actual costs

of housing while attending the institution of higher education and not residing in
an assisted unit.

e Applies to all student financial assistance received under
Title IV of the Higher Education Act (HEA) that is “left over”
after applying the assistance to educational expenses

99

Income: Financial Aid

If the family contains a student:

* All assistance provided through Title IV HEA must be excluded from income if there is
a remaining balance after applying the assistance to the educational expenses

All other assistance should be evaluated for inclusion in family income; any excess
assistance must be included in the income after applying the assistance to any
remaining educational expenses

100
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Learning Point: Student Financial Assistance Example 1

Calculation of Income from Student Financial Assistance

Qualified Education Expenses: $12,850
Title IV HEA Assistance: $14,590
Other Financial Assistance: $5,000

Total of Financial Assistance: $19,590

How much total financial assistance would be used to reduce expenses?

How much should count as regular income?

All assistance provided through Title IV HEA must be excluded from income. This exclusion must be taken
into account first. Anything remaining after deducting the qualified expenses is not considered income.
Had a balance been left, the other financial assistance would have been applied and anything leftover
would be counted as income.

101

Learning Point: Student Financial Assistance Example 2

Calculation of Income from Student Financial Assistance

Qualified Education Expenses: $18,000
Title IV HEA Assistance: $14,590
Other Financial Assistance: S5,000

Total of Financial Assistance: $19,590

How much total financial assistance would be used to reduce expenses?

How much should count as regular income?

All assistance provided through Title IV HEA must be excluded from income. This exclusion must be taken
into account first. Anything remaining after deducting the qualified expenses is not considered income.
Since a balance was left, the other financial assistance has been applied and anything leftover will be
counted as income.

102
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Learning Point: Student Financial Assistance Example 3

Calculation of Income from Student Financial Assistance

Other student financial assistance does not include:
1Fi1 H . o Financial ided to the stud he fc fa fee f i

Qualified Education Expenses: $18,000 T e

under section 479B of the Higher Education Act HEA); or
h | h H f | I 1 . Gifts, including gifts from family or friends.
SC 0 a rs I p ro m a 0 Ca e nt Ity . $8I OOO Note: Other student financial assistance may be paid directly to the student or to
H . the eds i 1 he ident’s behalf. The PHA/MFH Or
Persons outside the household: $25,000 Verty ke thr Sdon oanail soisance s for e e’ ert covered
costs.
Total of Financial Assistance: $33,000 $8,000

How much total financial assistance would be used to reduce expenses?

How much should count as regular income?

All assistance provided through Title IV HEA must be excluded from income. This
exclusion must be taken into account first. Anything remaining after deducting the
qualified expenses is not considered income. Since a balance (the gift) was left, the

financial assistance has been applied and anything additional will be counted as income.
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HOTMA: Student Income Example 1

Total Cost of Attendance 2024-2025

On Campus Residence Off Campus Residence

Scholarship and Grant Options
and Grants are dered "Gift" aid - no is needed.

Scholarships

The student household member lives on campus during the
school year but comes home to the assisted unit during school
breaks. This allows the household to deduct the room and board
as an educational expense.

104
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HOTMA: Student Income Example 2

Cost of Attendance

Non Billable Items

Type Fall 202610 Spring 202620 Amount
Tuition and Fees $5,387.38 $4,587.00 $9,974.38
Books and Supplies $827.00 $827.00 $1,654.00
Room and Board $7,532.00 $7,532.00 $15,064.00
Personal $1,611.00 $1,611.00 $3,222.00
Transportation $1,403.00 $1,403.00 $2,806.00

$16,760.38 $15,960.00 $32,720.38

$32,720.38

Grants and Scholarships to Pay for College

Type Fall 202610 Spring 202620 Amount
$27,395.00
Pell Grant $13,698.00 $13,697.00 ACCEPTED
$13,698.00 $13,697.00 $27,395.00

-$27,395.00

The student household member lives in the assisted unit. This
disallows the household from including the room and board as an
educational expense. @
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HOTMA: Student Income Example 3

Charges
Tuition $3.175.11
Posted Date | Description Amount |
10/23/2024 | Grad Board Auth Tuition\RES $450.00
10/23/2024 | ‘Grad Board Des Tuition\Res $225.00
10/23/2024 Stawtory Tuition GRAD\RES §450.00
10/23/2024 | Tuition-BD (Trad) GRAD\RES $2,050.11
Mandatory Fees $965.47
Posted Date Description Amount
10/23/2024 E | Services Fee §5.00
10/23/2024 Intercollegiate Athletics Trad $160.65
10/23/2024 International Education Fee $4.00
[ 10/23/2024 Leaming Suppori Fee GRAD $324.00
10/23/2024 Medical Service Fee ~ $66.85
10/23/2024 Recreational Facility Fee $85.78
10/23/2024 Student Service Fee $120.69
10/23/2024 Student Union Fee $167.00
10/23/2024 Transportation Fee $31.50
| Course Fees $99.90
Posted Date | Description [ Amount
10/23/2024 | Instru Fee - CLASS | - GRAD [ $99.90
Total Charges: $4,240.48
Payments Received ]
Date Posted | Item Description Amount
01/06/2025 | TGS TBP Base (Spring) 2,870.00
Total Payments: -$2,870.00
Financial Aid
Date Posted | Item Description Amount
01/03/2025 | Fed Direct Unsubsidized Loan -$4.903.00
01/03/2025 | UNT Tuition Grant GRAD -IY _-§7.500.00
Total Financial Aid: -§12,403.00 @
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Income: Section 8 Verification

has applied for residency/is a resident of

(Applicant/Resident Name) (Property Name)
a TDHCA Affordable Housing Program property. In the case of a tenant receiving housing assistance payments

=<| under HUD's Section 8 Existing Housing Choice Program, regulations allow that if the PHA provides a statement

to the building owner declaring that the tenant’s income does not exceed the applicable limit, then the owner

| is not required to further verify the tenant'sincome.

wee] NumberofHousehold Members: O Move-In O Recertification
not e
numser] Permission by:
permissi (signature of Applicant/Resident) {Date)
 stamped envelope.
Thark you n advance or your prompt atention.
Sincerely,

THE FOLLOWING TO BE COMPLETED BY T) UTHORITY:
aedod Based on the last income certification/recertification effeftive on usehold consists
e of members whose combined gross annual inc ments is §

(# of members)

(Signature) (Date) (Phone &)

| “Terinted Name) (Title)

(Gross Annual income)

https://www.tdhca.texas.gov/compliance-forms

This form may not be
used if the verifying
Housing Authority has
any ownership,
management, consulting
agreement, or any
involvement in the
property operations.

The effective date (<)
shown in the circle must
be within 120 days of the

certification effective date.
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Income: Section 8 Verification

Before an owner/administrator implements
an “other means tested” verification method,
the program administrator should be
consulted to determine if this is allowed
under the program requirements.

108
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Learning Point: Section 8 Verification

oM VA ATON R AOUSEHOLDS W SECTON  CATEATE Kara is moving into
. . Pandora Springs on
:M Kar_a LOZ.E]I"IO has applied for residency/is a resident of Pandora Sp"ngs p g
] TProperty lome] February 10, 2025. The
a TDHCA Affordable Housing Program property. In the case of a tenant receiving housing assistance payments
ay,

“|under HUD's Section 8 Existing Housing Choice Program, regulations allow that if the PHA provides a statement h ouse h lo) I d rece ives
7 to the building owner declaring that the tenant’s income does not exceed the applicable limit, then the owner

wré] is not required to further verify the tenant’sincome. Sectlon 8 The property
wonf Number of HouseholdMembers: recelVEd the fOIIOWIng

EH

M pMove-In - O Recertification

= Permission by: :./Il[{i;)’(! —Qf:'7”(JJ?(r 01/10/2025 A
= TSignature of Apetcant Resioen] T me response with regards to
[ — Kara’s household annual

THE FOLLOWING TO BE COMPLETED BY J/HE PUBLIC HOUSING
2/1/24

[Date]

income.

the Jiousehold consists
" aments is § 37,650.00

{Gross Annual Income)

“1 Based on the last income certification/recertification effeckve on

Is this an acceptable

Ay Swith 01/15/2025 512-465-3000 verification of income?
[Date) (Phane #)
= Amy Smith Housing Specialist
(Printed Name] [Tite)
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Special Circumstances: Tips to Minimize Challenges
S
‘ All verification forms completed in their entirety

‘ All household income is certified and verified, if required
{

‘ Are all verifications/certifications current? (within 120 days)
[

. Forms are tested for integrity, clarifications present, etc.
[

. No correction fluid, white-out or evidence of tampering/perfecting
[

. Peer Review

‘ 3" party or compliance file review
/ Lo

110
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Assets

Assets: Whose Assets Count?

Family Members

Head
Spouse

Co-Head

Other Adult

Dependents (under 18)
\Full-time Student - 18 or older

Household Members

Live-in Aide
Foster Adult
Foster Children (under 18)

Earned Income

Yes

Yes
Yes
No

Yes**

Earned Income

No
No
No

______

Other Income

(including income from assets)

No
No
No
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Assets: Excluded Assets

The Rodriguez family received a $4.500 federal tax refund on 3/1/2024 and deposited the refund into their
checking account. At their next annual reexamination with an effective date of 8/1/2024, the PHA/MFH Owner
asks the family about any assets they own, the anticipated income from the assets, and if they received a federal
tax refund or refundable tax credits in the past 12 months and where they deposited the refund/refundable tax
credits or if they purchased savings bonds with the refund.

The Rodriguez family explain that they received a $4.500 refund and that they deposited the refund into their
checking account, which has a balance of $10,000. The Rodriguez family reports that they have actual income of
$100 from the checking account this year. The family owns no other assets. Therefore, the family’s total
calculation of net family assets is $10,000. In determining the total value of net family assets, the PHA/MFH
Owner subtracts $4,500 from the total of $10.000 of net family assets, for a total countable asset of $5,500. The
full value of actual income is included as income, because actual income is always included even on excluded
assets.

Notice H 2023-10 & Notice PIH 2023-27
Example F2: Federal Tax Refund Excluded from Net Family Assets

113

Assets: Retirement Accounts

Retirement accounts are ‘
no longer included in the
calculation of net family

Income from
interest/dividends is not
included in the calculation of
income, but regular
disbursements are income

assets

114
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Assets

Assets are items of value that may be turned into cash
* Not all items of value are considered an asset
* |tems are not required to be “cashed out” at time of application

STEP 1: “ACTUAL INCOME” - The amount of income those assets are earning
or could earn

STEP 2: “CASH VALUE” - The total cash value of the family’s assets

STEP 3; if required: “IMPUTED INCOME” - The amount of income for assets

that do not have a determinable rate of return when the net family assets
are more than $51,600

For any assets whose actual income cannot be determined, calculate imputed income
when the household’s net family assets are over $51,600.

Do NOT calculate imputed income for assets whose income is determinable.
Do NOT calculate the imputed income based on the total cash value of the assets.

115

Assets: Actual Income

Dividends

Rental Interest
Income Rate

Other Net
Income

***Not all assets have income*** 1)
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Assets: Verification Requirements

* HOTMA requires that all households have assets fully verified once during each 3 years
of tenancy, households may then self-certify assets when the total is equal to or less
than $51,600. There are some exceptions to this rule:

* HTC, Exchange, TCAP, and THTF may self-certify assets when the amount is $51,600 or less

* BOND must fully verify assets at initial certification and during each 3 year of tenancy when an
income certification is completed

* MFDL Programs: at Initial Certification the assets must be fully verified by third party or first-hand
documentation; also, during the 6" year of the affordability period certifications the assets must be
verified

* For 811 Program units, the assets must be fully verified by third party or first-hand
documentation at Move-In and Initial Certifications and during each 3" year
certification for the household

* All 811 households must have their assets fully verified during the first HOTMA recertification

* All assets can be verified using one (1) statement from the financial institution

* When verification of assets is required, Owners are required to obtain a minimum of one statement
that reflects the current balance of banking/financial accounts

9
117
Assets: Self-Certification or Verification
Asset Certification
* The use of this form is not allowed if program or certification
year requires full verification of assets
* Must be used in addition to the application screening tool to
certify disposed of assets as well as assets held currently by
the household
* Required, if assets are under or equal to required threshold
during years when asset verifications are not required
Asset Verification
* Required if a household’s total assets cash value is greater
than the HUD threshold, currently $51,600, and if program or
certification year requires full verification (discussed on
previous slide)
* Must be sent directly to the financial institution which holds
the asset and returned directly to the development 1)
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Assets: Formulas

Step 1: Determine the Actual Income from the Asset:

Annual
Interest
Rate/

Actual

Income

Dividends from Asset

Earned

Step 2: Determine the Cash Value of the Asset:

Cost to

Convert

119

Assets: Determining Actual Income

Step 1: Determine the Actual Income from the Asset

If the combined cash value of the net family || If the combined cash value of the net family assets is
assets is under the HUD Asset Verification || greater than the threshold, the annual income includes
Threshold for the family, ONLY the actual income || the actual income from assets with a determinable
from assets is included. rate of return and the imputed income calculated on
assets without a determinable rate of return using the
current passbook savings rate (.45%) as established by

$51,600 > Total Assets HUD.

) $51,600 < Total Assets
Only Actual Income from Assets is

included For assets where the actual income is known
use the actual income; for the assets without
actual income use the imputed income
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Assets: Determining Cash Value

Step 2: Determine the Cash Value of an Asset

The “cash value” of an asset is the market
value less reasonable expenses that
would be incurred in selling or converting
the asset to cash.

The cash value is the amount the family could
receive in cash if the family converted an
asset to cash.

The family is not required to convert an asset to cash.

121

Assets: Determining Imputed Income

Step 3: Determine the Imputed Income from the Asset, if required

If the combined cash value of the net family
assets is OVER the HUD Asset Verification
Threshold for the family, the actual income from
assets is included for the assets where it is
determinable, and the imputed income (current
passbook savings rate is used) is included for
those that do not have a determinable rate of
return.

$51,600 < Total Net Family Assets

Actual & Imputed Income from
Assets is included

What to consider with regards to Imputed Income:
* Do non-necessary personal property total more than the
threshold?
If yes, they are included in net family assets along with all
actual income from the assets.
If the assets do not have a determinable rate of
return, imputed income must be calculated and
included.
If no, the amount of the asset is excluded from net family
assets, but the actual income (if any) is included in
household income from assets.
* Does the family have real property (real estate/land)?
¢ Ifyes,itisincluded in net family assets regardless of value.
If the value of real property and non-necessary personal
property puts the net family assets over the threshold,
imputed income must be calculated unless the asset is
receiving income, like a rental property.
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Assets: Determining Imputed Income

If net family assets are over the threshold, then any
asset without a determinable rate of return must
have imputed income calculated using the current

passbook savings rate.

123

Assets: Actual and Imputed Income

* Actual Income from assets is always included in a family’s annual income, regardless of
the total value of net family assets or whether the asset itself is included or excluded
from net family assets, unless that income is specifically excluded by 24 CFR 5.609(b).

* Imputed Income must be calculated for specific assets when three conditions are met:
* The value of net family assets exceeds $51,600;
* The specific asset is included in net family assets; and
* Actual asset income cannot be calculated for the specific asset.

* All assets are categorized as either real property (e.g., land, a home) or personal
property. Personal property includes tangible items, like boats, as well as intangible
items, like bank accounts.

* Necessary personal property is excluded from net family assets.

* Non-necessary personal property with a combined value greater than $51,600, as adjusted for
inflation, is considered part of net family assets; if the combined value is $51,600 or less then all of
the non-necessary personal property is excluded from net family assets.

* For example, a family could have non-necessary personal property with a combined value that does
not exceed $51,600 but also own real property such as a parcel of land. Even though the non-
necessary personal property would be excluded from net family assets, the real property would be
included in net family assets regardless of its value.

9
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HOTMA: Decision Chart for Determining Income from Assets

R

. 4

o
=
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Assets: Necessary versus Non-Necessary

Table F1: of

ry and N

ry P Property

Necessary Personal Property

Non-Necessary Personal Property

Car(s)/vehicle(s) that a family relies on for
transportation for personal or business use
(e.g., bike, motorcycle, skateboard, scooter)

Furniture, carpets, linens, kitchenware

Common appliances

Recreational car/vehicle not needed for day-
to-day transportation (campers,
motorhomes, travel trailers, all-

terrain vehicles (ATVs))

Bank accounts or other financial investments
(e.g., checking account, savings account,
ks/bonds|

Common electronics (e.g., radio,
DVD player, gaming system)

Clothing

Personal effects that are not luxury items
(e.g., toys, books)

Wedding and engagement rings

Jewelry used in religious/cultural
celebrations and ceremonies

Religious and cultural items.

Medical equipment and supplies
Health care—related supplies

Musical instruments used by the family

Personal computers, phones, tablets,
and related equipment

Professional tools of trade of the family,
for example professional books

Educational materials and equipment
used by the family, including equipment to
accommodate persons with disabilities

Equipment used for exercising (e.g.,
treadmill, stationary bike, kayak,
paddieboard, ski equipment)

Recreational boat/watercraft

Expensive jewelry without religious or
cultural value, or which does not hold family
significance

Collectibles (e.g., coins/stamps)
Equipment/machinery that is not used to
generate income for a business

ltems such as gems/precious metals,
antique cars, artwork, etc.

Examples of Necessary and Non-
Necessary Personal Property from
Notice H 2023-10
Notice PIH 2023-27
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Assets: Always vs. Never

Assets to consider and assets always excluded from February

2024 update to Notice H 2023-10 & Notice PIH 2023-27

Assets to consider

Assets always excluded

Checking and savings accounts
Stocks, bonds, mutual funds

Luxury items or items that are not
necessary, e.g., recreational boat, vehicles
not used for regular transportation

Assets disposed of for less than fair
market value; for example, if you gave
away a house to someone out outside of
the assisted family within the past two
years, the value of the house would be
considered an asset (except as determined
by certain divorce or separation
settlements)

Retirement accounts (e.g., IRAs, 401k,
403b)

Educational savings accounts (Section
529, Section 530, Coverdell ESA, etc.)
ABLE accounts

Non-revocable trusts

Necessary items of personal property
(items essential for the maintenance, use,
and occupancy of a home or necessary for
employment, education, cultural
expression, or health and wellness)
Federal tax refunds (must be subtracted
from total net family assets)
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Learning Point: Are Retirement Accounts Included?

If the household indicated on their application that they
have a retirement account, should it be included in the

net family assets?

b) Yes, but only if they are retirement age
c) No, HOTMA removed this requirement
d) Yes, but only if there is $100,000 in the account
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Assets: Common Assets

Cash on Hand
Cash Value = Amount of cash on hand

Actual Income = Zero, cash does not generate income

Checking Account
Cash Value = Current Balance

Actual Income = Interest Income, if any

Savings Account
Cash Value = Current Balance

Actual Income = Interest Income
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Learning Point: Checking and Savings Example 1

Balance Confirmation Services
RAOS7-0IN H
WELLS s Checking Account
FARGO Roanoke, VA 24022
proe (27 Actual Income:
Account Number: KHHXHNXK1234 Last Six Statements
Account Type: Checking Meost Recent First
Pandora springs Apart | nt Status: o
ATTN Cara cCou us: pen
Account Holders: William/Rebecca Smith Average Interest
Requestor Fax: (512) 4f
Balance: Paid:
Current Balance: 42,B32.09 56, B31.88 Nia
Date Opened: 03/07/2003 $5,303.99 M/A
Verification of Deposit] | Current Interest Rate: 0.00% $52,847.45 N/A ACt ua I I ncome:
Account Number: Date Closed: 5$2,817.57 N/A
Account Type .
o s Balance at Close: 52,817.25 N/A
Account Holders: 52,773.68 10N
Account Number: KXXHNXKEETE Last Six Statements
Account Number: Account Type: Savings Maost Recent First
Account Type: . . .
Moo | | Account status: Open Checking and savings
Account Holders: Account Holders: William/Rebecca Smith Average Interest
Balance: Paid:
Current Balance:
Current Balance: 448,000 546,000.00 $120
Date Opened: 03/07/2003 $48,000.00 $1.60
Balance at Close: Current Interest Rate: 2.00% $47,781.23 $156
Date Closed: 548,817.57 5176
Account Number:
Account Type: Balance at Close: 550,817.25 $216
Account Status:
Account Holders: 347,773 68 $1.55
BETETTET P
Current Balance: $48,000 $46,000.00 $120
Date Opened: 03/07/2003 $48,000.00 5160
Current Interest Rate: 2.00% $47,781.23 $156
Date Closed: 545,817 57 5176
Balance at Close: $50,817.25 $216
$47,773.68 3155

Cash Value:
Savings Account

Cash Value:

accounts do not (should
not) have a cost to convert,
cash value will be the same
as market value for these
accounts.
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Learning Point: Checking and Savings Example 2

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
ASSET VERIFICATION FORM

|75 SECTION & 70 B COMPLETED Y AGWINISTRAT R GWINER WGHIT & EXECUTED BY APPUCART/RESoET ]
T0: (Name JRBFCU Date: January 13, 2024

Hwy 1604, San Antonio, Texas
jeremy and Eric Smith

B on the atached “Release and Consent Form” authoriz

Checking Account
Actual Income:

RELEASE:

Assets held by minor household members (other than foster children)
count towards the net family assets and asset income is included in

the total household income.

I Il. THIS SECTION TO BE COMPLETED BY FINANCIAL INSTITUTION I Cash Value.
A. CHECKING ACCOUNT]s) '
Account Holder ‘Account Number Present Balance Interest Rate, if any~,
J Smith XXXXX012 $650.00 0 .
== om < Savings Account
Actual Income:
Cash Value:
B. SA\I'IN%NIJDLNTEI
Account Holder Account Number 4 Present Balance Annual Interest Rate Withdrawal Penalty’
Eric Smith XXXXXX018 g 350.00 1.2% 0 Checking and savings
accounts do not (should
not) have a cost to convert,

cash value will be the same
as market value for these
accounts.
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Learning Point: Checking and Savings Example 3

HTTET
For households whose combined net assets do not exceed the Imputation Threshold as defined by HUD at:
https:// huduser. -2d] html
(Complete anly gng form per household; include assats of minors.) .
Head of Household name: JETETMTY Smith unino:__101 CheCklng Account
.ABC Af 224 Eact lith ot _Auctin T} 70721 .
Name and add
complete all that apply for 1 through a: Account Number: 000001234 Last Six Statements ACt u a I I n CO m e 4
1. Moot it s ) Aecount Type: CrecnefSaunes Most Recent first Cash Value:
Cazh Account Holders: Jeremy and Cassandra Smith
Source Value
savings accountls) = [ XC000K1234 Last Six Statements .
catfcssoiomest 5 Aecount Type: Checking Most Recent First Savings Account
Account Status: Open
stacks “+—— || Account Holders: Jeremy/Cassandra Smith :;;:r:f: In'l’eari:ft Actua I Income:
sppvenma, 5 35 : :
Per g Fast (cxnsgp e Current Balance: $4,83209 $6,83188 N/A C h V. I .
equiny in Real Estate 23000 | | Date Opened: 03/07/2003 $5,303.99 N/A as alue:
Current Interest Rate: 0.00% $2,847.46 N/A
Lump Sum Receipts = || Date Closed: $2,817.57 N/A
Balance at Close: $2,817.25 N/A
Bitcoin/ Cryptocurrency 5 $2,773.68 N/A H H
oo e P Soers e Checking and savings
Life INSUTance (Exdusig Termi 5 Account Type: Savings Most Recent First
Account Status: Open accounts do not (should
«cash on Hand 3 Account Holders: Jeremy/Cassandra Smith Average Interest
Balance: Paid:
S—— —— e ratonco s || NOt) have a cost to convert,
an investment < || Date Opened: 03/07/2003 $18,000.00 S160 .
Current Interest Rate: 2.00% 517,781.23 5156 CaSh Value WI” be the same
Other list) se00 Date Closed: $18,817.57 3176
=001 | gal t Close: 15,817.25 2.16
———— | Lt e e as market value for these
(Check either box 2 or box 3 below, nat b
2. [[] Within the past two (2) years, |/we have sold or given away assats (including cash, real estate, stc | for less than fair market value a CCO u nts .
(FMV]. Those amounts equal a total of: § enter the difference between FMV and the amount you received).
3. 1/we have ngt sold or given away assets (including cash, real estate, etc.) for less than fair market value during the past two [2]years.
4. [ 1/we do not have any assets at this time [do not check this box if you have entered any numbers in section 1, above). 9
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Assets: Cash App and Direct Express Card Example

$ 0.54
$35.00 - $0.00 =  $35.00 | | pem—

Pending

Walmart $7.65
Card Purchase

KMART ($12.95)
Card Purchase

Walgreens $35.65
Card Purchase

KMART ($325.00)
& e AYM u?“

9
133
Learning Point: What is an Asset?

A family has a kayak, a checking account and a parcel of
land. What, if any, of these items are included as an asset
for the family?

a) Kayak and Land
b) Checking Account only
c) Checking Account and Land
d) Kayak, Checking Account and Land
9
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Learning Point: Common Assets; Checking & Savings Accounts

How many bank statements or account statements are
needed to verify any assets using first-hand
documentation?

a) Six, always six

b) The most current

c) Depends on the asset
d) Twelve

135

Learning Point: Common Assets; Cash on Hand

If a family member discloses cash on their application, do
we count it? If so, how do we verify the amount of cash
on hand?

a) Cash on hand does not count, no need to verify

b) It counts, they have to bring it in and count it for us to
verify amount

c) It counts, we take their word on the value

d) Depends on how much cash they disclose
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Learning Point: Common Assets; Minors

When a minor in the family has an asset, does it count
towards the net family assets?

a) No, they are a minor, nothing counts

b) Yes, the asset and the income from the asset are
included

c) Only when the asset is a checking account

d) Only when the minor is 13 years old or older

137

Learning Point: Common Assets; Foster Persons

When a foster person in the household has an asset, does
it count towards the net family assets?

a) No, income and assets from foster persons are excluded

b) Yes, the asset and the income from the asset are
included

c) Only when the asset is a checking account

d) Only when the foster person is 13 years old or younger
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Assets: Peer-To-Peer Payment Applications

* If regular deposits are seen on these assets, the account holder should be asked to
provide an explanation.

* There are cases where these apps are used to sell homemade items and services. If the
account is being used this way, the income must be included as self-employed income for the
household.

* These sources of assets should be investigated. If there is a balance held in the
account, it should be included in net family assets.

* The list above is not exhaustive, these are some of the commonly seen sources. o
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Learning Point: Peer-To-Peer Payment Applications

Dawn babysitS' she gets e The income she receives must be included
! e |f her Venmo account holds a balance it is an asset

pald thrOUgh Venmo e |f the account does not have a balance, it is not included as an asset

Domanik makes and sells e The income from the sales is income for the household

e |f the PayPal account holds a balance of money, then it must be included as an
asset

glitter tumblers, she is paid
th rough PayPaI e If the account does not have a balance, it is not included as an asset

Amy's roommates pay her e Zelle is a pass-thru account only, it cannot hold money, so this is not an asset

e This is not income, it is a reimbursement
back for the home expenses e |f Amy was receiving money for something like dog-sitting for her roommate,

incurred th rough Zelle that would be income to include in the calculation of eligibility
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Assets: Reasonable Costs to Convert

Withdrawal
Penalties

Settlement
Costs

Broker Fees

Market Value

Unpaid Tax
Principal Penalties

Legal Fees

**This list is not exhaustive, will vary by asset**
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Assets: Investment Accounts

Stocks

Cash Value = Full Value less
penalties/fees

Actual Income = Dividend Income, if
any

1 Bonds

Cash Value = Redemption Value
(Current Market Price)

Actual Income = Interest Income

CERTIFICATE Certificate of Deposit (CD)
OF DEPOSIT
Cash Value = Full Value less

I penalties/fees

Actual Income = Interest Income, if
These types of assets typically have a withdrawal penalty.

Mutual Funds

Cash Value = Full Value less
penalties/fees

Actual Income = Interest or Dividend
Income, if any

any
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Learning Point: Investment Accounts; Stocks

1 Stocks
bl Cash Value = Full Value less Actual Income from the stocks:

AL penalties/fees Y

hctual Ineome = Dividend Income, 5 shares x $919.99/share = $4,599.95 Mkt value
any

Market Value x Interest Rates = Actual Income

December 31, 2023
Re: Rupert Williams SSN: 8275
As of: December 31, 2023

R T Cash Value of the stocks:

It's-A-Risk Investment applies a 6% transaction charge.
The shares accrue no interest or dividends.

Market Value — Cost to Convert = Cash Value

Netflix Inc : - $4,599.95 x 6% transaction charge = $ Cost
et NASDAQ: NFLX SR Financials ’ to Convert -

Market Summary > Netflix Inc

919.99 uso

+0.86 (0.094%) 4 today {@

Dec 18, 1:11PMEST + Disclaimer
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Learning Point: Investment Accounts; Bonds

Denomination

Series

Cash Value = Redemption Value e e 1t LR
(Current Market Price) L ML prim
T bl bl T 0

Actual Income = Interest Income

O BEN SMITH .
140C113005000074 w“lllb 113005 221 005786892
: I jews. 00000000001
| #DO0gOD000K0g @nuunnuuuaur R
T

Serial Number
Total Price Total Value Total Interest YTD Interest

$50.00 $96.74 $46.74 $0.38

Bonds: 1-10f 1

Interest
Rate

Issue
Date

Serial # Next | Final | Isswe o erest :

| Bos | L= | | Accrual | Maturity | Price | | T N

$500  11/2005.  02/2024 11/2035  $50.08 $46.74 4.06%  $96.74
— =
Wect.gov/BC/SBCPrice

Bonds are purchased at a specified amount and accrue over time. There
is a calculator available (link above) to determine the cash value and
interest income on the asset. @

144

72



Learning Point: Investment Accounts; Certificates of Deposit (CD)

%EFR;lEF;g:‘lITE Certificate of Deposit (CD)
Cash Value = Full Value less

| penalties/fees
o Actual Income = Interest Income, if

any

Joe just invested $5,000 in a CD at
a fixed interest rate of 5% with 5
years maturity. Upon maturity,
Joe's initial investment of $5,000
will reach $6,382. The return on

Actual Income from the CD:
$5,000.00 Mkt value

Market Value x Interest Rates = Actual Income

Cash Value of the CD:

Market Value — Cost to Convert = Cash Value

0, =
the CD for the period of 5 years is 55,000 x 3.5% penacljr/weft Costto
$1,382. If Joe removes the CD
before maturity a penalty of 3.5%
will be assessed.
®
145
Assets: Annuities
Annuities
» Cash Value = Full Value less withdrawal penalties, taxes or tax

' Ask the account holder if they have the
right to withdraw the balance, their
answer will tell you how to handle the

annuity.
» If yes, the account is an asset, even if

penalties
> Actual Income = Interest Income, if any

' Generally, when annuity

ayments are received it can
no longer be converted to a
lump sum of cash; in this case
the payments are income but
the annuity is not treated as an

payments are being made.
» If no, the account is not an asset. I

—

asset.
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Learning Point: Annuities; Actual Income

Earnest purchased a $100,000 annuity at age 65 with immediate payments
of $614 monthly, but he is deferring these. The annuity has a 5% interest rate
over 10 years. At age 70, the annuity will pay $613 monthly for life. Earnest can
withdraw the remainder with a penalty of 3%.

What is the actual income for the asset?

S 5% S

Actual

Market Interest

Value Rate Income

147

Learning Point: Annuities; Cash Value

Earnest purchased a $100,000 annuity at age 65 with immediate payments
of $614 monthly. The annuity has a 5% interest rate over 10 years. At age 70,
the annuity will pay $613 monthly for life. Earnest can withdraw the remainder
with a penalty of 3%.

What is the cash value of the asset?

{$100,000 x
$100,000 3% penalty}
Market

Value Cost to
Convert
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Assets: Trusts

Trusts

e Cash Value = Withdrawn Amount
e Actual Income = Interest Income, if any

The property held in a trust can be cash, real property (land), personal property (jewelry) or any other
liquid assets.

There are two types of trusts
1. Revocable — The creator of the trust may amend or revoke the trust, they have retained access

2. lrrevocable — The creator has no access to the funds, they did not retain access

* If anyone in the family has access to the trust it must be considered in the calculation of assets.

149

Learning Point: Trusts

Julie has setup a trust for her grandson to receive when he reaches the age of 25. The trust
is intended to help him purchase his first home. Julie has placed $25,000 in the trust. The
trust earns about $1,000 per year, but the income is reinvested into the trust. Julie has set

the trust up as irrevocable; she no longer has access to the trust and her grandson is not yet

the age required to access the trust account.

Julie is applying, how should the trust be handled for her application and certification of
assets?

a) The trust’s current value and $1,000 annual income must be included

b) The trust’s current value is included but the income is not included since it is
reinvested

c) None of the trust, income or current balance, is included since it is irrevocable

d) We should ask Julie how much she wants to include and only count that amount
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Assets: Cryptocurrency

Cash Value = Current market
value less penalties/fees

Actual Income = Any income
earned by the asset

Cryptocurrency is held
online, typically in interest-
yielding accounts called
Decentralized Finance
platforms (DeFis). Treat

Cryptocurrency cryptocurrency like a foreign
currency.

151

Assets: Cryptocurrencies continued

* First, obtain a statement, or some kind of other digital evidence such as a
screenshot, from the account in which the cryptocurrency is held. Take that market
value and determine the current exchange rate with US dollars.

* The exchange rate can change frequently, use what it is at the time you’re making the
determination. Try using a site like http://coindesk.com.

* Next, determine the broker fee associated with converting the cryptocurrency into
US dollars. That information will come from either the account in which the crypto is
held, or it could come from the applicant/resident.

* For example, a resident may say that they’re not sure how to convert the Bitcoin into US dollars,

but they know that CoinStar machines will do it for a fee. That fee is the cost to convert the
Bitcoin to cash. Once that is established, you’ll arrive at the cash value.
* Finally, To determine the actual yearly income, look for interest information from the
DeFi platform they use to hold the cryptocurrency.
* If they’re really savvy, they may be getting interest from yielding or staking... in that case, you
may have to look deeper and ask more questions. Perhaps they have a record of the asset income
they’ve earned within the DeFi itself, or they may have an IRS Form 1099-INT.
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Learning Point: Cryptocurrency

(oPenimgEaLancE)  $192.5020854
(cLosneBawance)  $211.82007

itttk

—
( PORTFOLIC ALLOCATION )

(e DOGE (100%))
CRYPTOCURRENCY HELD IN ACCOUNT QUANTITY SYMBOL
Dogeccin 302 DOGE

Is there a fee? A transaction fee of 4% and a cash exchange fee of up to
11% applies to each crypto purchase. Fees may vary by location.

MARKET VALUE ON 2023/10/31

21182

$211.82x15% fee =S

R b' h d [rypto Statement
onINNoo 12-2023
(name) Katie McDaniel
@) 011120240115 ee Coinstar
@DDRESS?) 123 Club Ct % https://coinstar.com » Crypto At Coinstar
Longuiew T, 77851, US Bitcoin & Coinme FAQs - Crypto At Coinstar
(PERIOD START ) 2023-12-01 .
(PerioD END) 2023-12-31

Actual Income

Market Value x Interest Rate = Actual Income

Cash Value

Market Value — Cost to Convert = Cash Value

cost to convert
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Assets: Real Estate

Currently Owns

e Cash Value = Fair Market
Value less unpaid
principal and reasonable
costs incurred to sell

e Actual Income = Zero (it
is not earning income)

3rd Party Lives There

¢ Cash Value = Fair Market
Value less unpaid
principal and reasonable
costs incurred to sell

e Actual Income = Monthly
Rent minus interest,
taxes, insurance and
maintenance fees

Deed of Trust/Contract for Sale

| —

¢ Cash Value = Unpaid
principal portion of
mortgage as of the
certification effective
date

e Actual Income = Interest

portion due during the

12-month certification

period
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Assets: Exemption to Real Estate

HOME Homeowner Rehabilitation Assistance (HRA) program

Real Estate exception:

* Equity in the applicant’s primary residence is not considered in the
calculation of assets

155

Assets: Real Estate Documents

Real Estate may require additional documentation:

* Mortgage Statement showing unpaid principal

* Tax Statement

* Documentation to evidence current broker fees and closing costs
* Amortization Schedule

* Deed of Sale
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Assets: Real Estate — Determining Cash Value

* If a family owns real estate, it is necessary to consider the family’s equity in
the property as well as the expense to sell the property.

* To determine the family’s equity, subtract amounts owed on the property
from its market value:

Market value
- Mortgage amount owed

Equity in the property
* Calculate the cash value by subtracting the expense of selling the property:
Equity
- Expense of selling
Cash Value

157

Learning Point: Real Estate — Determining Cash Value

* Janet owns a home, the home is vacant at the time of her certification
* The Market value is $150,000 and the unpaid principal is $60,000
$150,000
- $60,000
S Equity in the property
* The cost to dispose of the house would be $8,000
$90,000

- $8,000
S Cash Value
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Learning Point: The Income Certification

L L — |
Toras |5 48 .550.56 B s s
Add totals from (A) through (D) above TOTALINCOME (E): | 5 48 550.56
— -PHRT IV, INCOME FROM ASSETS - -
HH ] 6] | m m
Mbr # Type of Assat C/D | N/R | Cash Value of Asset Ajl Annual Income from
Asset
1 Checking Account C |N |$500.00 A 0.00
1 Savings Account C [N 510.000.00 A 5200.00
1 Real Estate C R 582,000.00 | 5369.00
1 Tax Return Deducted $2.400.00)
[L] TOTAL NON-NECESSARY PERSONAL PROPERTY: | 5 10.500.00 [M) Total Actual Income: | § 200.00
[N) TOTAL NET FAMILY ASSETS: | 5 26 =00y o) (0) Towl Imputed | 369.00
" ) Income: -

(P) TOTAL INCOME FROM ASSETS [(M) + (0]): | § 565.00

(@) Total Annual Household Income from all Sources [Add (E) +(P)] | 549,119.56
1

159

Assets: Real Estate for Rent

What to do when family owns a home (real estate) and is renting it out:

* Determine the cash value of the real estate, which was covered on the previous slides
* |Ifrental income is received from real estate, it must be included as income from an asset
* If the family indicates to you that someone else is living in the home and paying the
mortgage for them, this is a rental property, and the rental amount is the mortgage
payment
*  You may need to gather the following documents:
e Verification of rental income to be received in the next 12 months; i.e. a lease contract
* If there are any expenses in renting the home, the following may be deducted from
rental income if verification is obtained to support the deductions:
* Taxes
. Insurance
. Maintenance

e Utilities
*  Mortgage Interest
. Management Fees ®
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Learning Point: Real Estate — Determining Rental Income

The Lee family owns a home, which they are renting out. We have already determined
that the cash value of the home is $190,000. They have indicated that they rent the home
for $1,700 per month. They still pay the taxes of $9,250 and mortgage interest of
$5,884.97 on the home. What should the income from the asset be on the Income
Certification?

Step 1: Determine the annual amount received from rental income
$1,700 per month x 12 months = $ annual rental income

Step 2: Determine the expenses associated with renting the home:
$9,250 taxes + $5,884.97 mortgage interest = $ total deductions

Step 3: Subtract the deductions from the rental income to determine the asset income:
$20,400 rental income - $15,134.97 verified deductions =

S Annual Income from Assa@

161

Learning Point: The Income Certification

[Toras_[48.550.56 B B s
Add totals from (A) through (D) above TOTALINCOME (E): | 5 A8 550.56

PART IV. INCOME FROM ASSETS
HH {F) s | H m 0] (K]
Mbr # Type of Asset CfD | N/R | CashValue of Asset Afl Annual Income from
Asset
1 Checking Account C |N_ |3500.00 A $0.00
1 Savings Account C |N 510.000.00 A $200.00
1 Real Estate C (R 5190,000.00 |A $5,265.03
1 Tax Return Deducted $1.800.00)
(L) TOTAL NON-NECESSARY PERSONAL PROPERTY: | 5 10,500.00 (M) Total Actual Income: | 5 5 465.03
() TOTAL NET FAMILY ASSETS: |5 a0 500 o [0) Towl Imputed [ 5 0.00
- 3 Income; )

(P} TOTAL INCOME FROM ASSETS [IM) + [0]]: | 5 5.465.03
| () Total Annual Household Income from all Sources [Add (E) + (P]] I 554,015.59
I PART V. HOUSEHOLD SET ASIDE DESIGNATION I
Income:  [hss  [Jzom  [J30% [ Jaoxe [ Jso%  [vlsoxw [J7o% [Jsoe  [oj
Rent: (eow  [Jso% 4o [sox  [eox  [Fow  [Isow
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Assets: Deed of Trust or Contract for Sale

Sydney signed her Certification in February 2025. She holds a Contract for Sale.

Based on the relevant portions of the contract and amortization schedule (next

slide) what is the actual income from the asset and what is the cash value of the
asset?

CONTRACT FOR SALE OF REAL ESTATE
This contract is made and dated December 7, 2023

Between: Syndey Young (from now on called "the Seller”)
and

Brandon and Melissa Lee (from now on called "the Buyer”)
Purchase price is $100,000 and is payable by the Buyer to the Seller as follows:

l(a) By a note and mortgage from the Buyer to the Seller in the principal amount of $100,000.
Amount shall be payable with interest at the yearly rate of 6.25% by monthly installments
of $615.72. It shall be dubz in full in 30 years with full prepayment rights and day default
pericd beginning on January 2024. @
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Assets: Deed of Trust or Contract for Sale; Actual Income

Actual Income is the interest portion due for the 12-month period following

certification.

Month | Interest | Principal B?Ia!u:e

(Principal)
Jan-25 | $49450 [ $121.12 | § 95,000.00 493.96
Feb-251| 549396 | 412175 | 5 94,878.25 [ 493.33
Mar-25 | $49333 [ $12239 [ $ 9475586 492.69
Apr-25 | $49269 | $123.03 | ¢ 94,632.83 492.05
May-25 | $492.05 | $12367 | $ 94,509.16 491.41
Jun-25 | $491.41 | $12431|$ 94,384.85 490.76
Jul-25 | $49076 | $124.96 | $ 94,259.89 >_ 490.11
Aug-25 | $490.11 | $12561 | $ 94,134.28 489.45
Sep-25 | $489.45 | $126.26 | $ 94,008.02 488.80
Oct-25 | $488.80 | $126.92 | $ 93,881.10 488.14
Nov-25 | $488.14 | $127.58 | ¢ 93,753.52 487.47
Dec-52 | $487.47 | $128.25 | $ 93,625.27 486.80
Jan-26 [ 543680 J128.01 | s 9349636 _— SS,SW7
Feb-26 | $486.13 | $129.59 | $ 93,366.77
Mar-26 | $485.46 [ $130.26 | $ 93,236.51 @
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Assets: Deed of Trust or Contract for Sale; Cash Value

Cash Value is the Principal Balance at the time of the certification.

Month | Interest | Principal B‘.EIEPCE
[Principal)
Jan-25 | $49459|$12112 |$ 9500000
Feb-25 | $493.96 | $121.75 |/§ 9487825
Mar-25 | $49333 [ $122.39 | $ 94,755.86
Apr25 | $492.60 | $123.03 | $ 94,632.83
May-25 | $492.05 [ $12367 | $ 94,509.16
Jun-25 | $49141|$12431|$ 9438485
Jul25 | $49076 | $12496 | $ 94,259.89
Aug-25 | $490.11 | $12561 | $ 94,134.28
Sep-25 | 548945 (612626 | $ 94,008.02
Oct-25 | $48880|$12692 | $ 93,881.10
Nov-25 | 548814 | $12758 | $ 93,753.52
Dec-52 | 548747612825 | $ 9362527
Jan-26 | 548680 | $12891 | 5 93,496.36
Feb-26 | $486.13 | $12959 | § 93.366.77
Mar-26 | $485.46 | $13026 | $ 93,236.51

165

Learning Point: The Income Certification

| toras |'s 48 550 56

[s

E

s

Add totals from (A) through (D) above

TOTAL INCOME (E):

5 48 550,56

PART V. INCOME FROM ASSETS

(P) TOTAL INCOME FROM ASSETS [[M]) + (O)]:

HH ] N G 0] 7] )
Mbr # Type of Assat /D | N/R | Cash Value of Asset Afl Annual Income from
Azzet
1 Checking Account C [N |$500.00 A $0.00
1 Savings Account C [N |$10.000.00 A $200.00
1 Real Estate C |R ]594.878.25 A &5 864 97
(L] TOTAL NON-NECESSARY PERSONAL PROPERTY: | 5 10_500.00 (W] Total ActualIncome: | 5 §,084.97
(M) TOTAL MET FAMILY ASSETS: (0] Towl Imputed
$94,878.25 e |F0.00

$6.084.97

| (@) Total Annual Household Income from all Sources [Add (E] + (P)] I 554,635 53

PART V. HOUSEHOLD SET ASIDE DESIGNATION

Income:  []15% [ao%
Rent: (o=

IED:A

[Jao

[0

[eo%  [/]70%
Cleow  [Fhox

[soze  [Clon
[Ceose

[EL:

[s0%
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Learning Point: Real Property; Land

Fr——— Real Property; Land

:::::;ID: 5454 Geographic ID: KBB-04-5 ACtuaI Income:

- e Since net family assets are over 551,600

o we must calculate imputed income on the

C g land because there is no determinable

Le roperty Values

~ rate of return.

ow Improvement Homesite Value: $0(+)

4 Improvement Non-Homesite Value: 50 (+) X

f ana omeste veie o Market Value: $29,880.00

¥ Land Non-Homesite Value: $29,880 (+) Cost to Convert:

%{ Agricultural Market Valuation: $0 (+)

= Cash Value:

Market Value: $29,880 (=) >
— > Imputed Income:

Impravement Homesite Value: S0 (+)

Improvement Non-Homesite Value: S0 (+)

Land Homesite Value: 50 (+)

= By Real Property does have a cost to convert,

I N before we can determine the cash value,
we need to know that information.@
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Learning Point: The Income Certification

[Toras [565.480.54 B [s S

Add totals from (A) through (D) above TOTALINCOME (E): | & 69,480 54
PART IV. INCOME FROM ASSETS
A G © | " 0] 0 T
Mbr # Type of Asset /D | NfR | CashValue of Asset Afl Annual Income from
Aszet
1/2 |Checking - WF C |N 52.832.09 A 0.00
/2 |Savings- wr C [N 548.000.00 A 5960.00
3 Checking - RBFCU C [N 650.00 A $0.00
4 Savings - REFCU C_[N 350.00 A $4.20
/2 |Real Property - Land C_|R_[529.880.00 | $121.01
L) TOTAL NON-NECESSARY PERSONAL PROPERTY: | 5 51 532 09 {M] Total Actual Income: | 5 96420
M) TOTAL NET FAMILY ASSETS: |5 g1 745 (g (0) Total Ilrrputed S 12101
INCOMme:

(P) TOTAL INCOME FROM ASSETS [(M) + (0}]: [ $ 1.085.21

| (@) Total Annual Household Income from all Sources [Add (E) + (P)] I 570,565.75

| PART V. HOUSEHOLD SET ASIDE DESIGNATION ]
Income:  [J1s%  [Jeom  [J3om  [Jaose [Jsow  [leom  [J7om  [eow  [Jop
Rent: [0 [0  [aox  [so%  [lso% [ o [ s0%
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Learning Point: Real Property

Real Property is always included in net family assets,
true or false?

a)True
b)False

Real property must
always be 3" party or 15t
hand verified.

169

Learning Point: Real Property Income

Real Property always has actual income, true or false?

a)True
b)False

170
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Learning Point: Tax Returns

Tax Returns are added back into net family assets after
verified, true or false?

a)True
b)False

171

Assets: Disposed of for Less than Fair Market Value (FMV)

e Cash Value = Market Value less the disposed of
amount and the cost to convert

e Actual Income = No actual income

Assets disposed of
for less than FMV

¢ |Include Cash Value if:

* Fair Market Value (FMV) of asset(s) disposed of exceeds the gross amount received
for the asset

* The Certification period is within the 2-year period following disposal
* When 2-year period expires imputed income, if any, assigned to the reported
asset(s) also expires

* Assets disposed of for less than fair market value as a result of foreclosure, bankruptcy,
divorce or separation are NOT counted ?

172

8/11/2025

86



Assets: Imputed Income

* Imputed income is a percentage of the value of assets where the actual
rate of return is not determinable when the net family assets are more
than $51,600 based on the current passbook savings rate of .45%

* Imputed income is determined by calculating:

Asset ‘
Cash x | Passbook Imputed

Rate Income
Value

2025 Passbook Rate = 0.45%
HUD will evaluate and update this annually
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Learning Point: Assets Certification of Net Family Assets

Texas DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Uniner $50,000 ASSET CERTIFICATION

For combined net exceed $50,000.
one ; children.)

i cster oniz Do we have to verify the $150,000 in

Pandora Springs

B e disposed of assets?

i &) (a8} ) ) (A"B)
caan e st camn [
swe  veke bwe eame Source Vel [
Savings Accountfs) S10K 2 % 5200 accoumis) 51200 0 g 50
Certcates o Depost % Money Markes Funds %
socks Cashon Hand ;500 0 & 50
Peertope
Pl Personal Property Held as
Equity in R an Investment 5 % 5
Lump Sum
Other [list): 5 100 2 g 52 son Liam Savings Account
Bitcainy G
Life Insurar PLEASE NOTE: Certain funds (e.g., Trust) may or may not be {fully) accessible to you. Includs only those amounts which are accessible to you.
Pr— (Check eitier box 2 or box 3 below, not both)
2 w—mlhﬂ!mtm(llmljmmgﬂnrs'mn v etc ) for $1,000 below fair market value
Rt {FMV). Those amounts equal a total of: $_| 2000 (enter FMV and the ived)

3. [] Ifwe have not sold or given away assets (incuding cash, real estate, etc) for less than fair market value during the past two (2)years.

Omerl&] 4[] |fwe donot have any assets at this time [do not check this box if you have entered any numbers in section 1, above).

(Greck efther bax 2 or box 3 below, not both)
2 Withinthe st e 2] yeat, s have s orgyen awy asces inchudingcach sl ssate, etc) for mare than $1,000 below fir market value
V). o fenter ;o

I o5 1700

E | ot real estate, etc ) for less than fair market value during the past two (2)years.
4 [ Vwedonor st shis box if 1,3bove).

The net (s CFR813.102) . _ N
$2DZ (enterthe total of all (4 5] Annual income in sction 1 above). This amount is included in total gross annual income.
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Learning Point: Real Property; Real Estate

Jomnary 4, 2025 Real Property; Real Estate

T gave my home in Dimmit, Texas to my sister, Edith Cruz, in Actual Income:
February of 2025 before T moved +o the Austin area. She
paid me $10,000 for +his and T am still holding on +o +hat
woney 1 iy savings account. She does vot pay e rewt and
there is vo privcipal balance due on the house.

Since net family assets are
over $51,600, we must
calculate imputed income on

Certified as true & correct: Estiver Cruz  1/9/2025 .
the land because there is no

For privacy reasons not all exemptions are shown online. d ete rm | na b I e rate Of retu rn.
M Property Values
This asset will remain on the

Improvement Homesite Value: $150,140 (+) Income Certlflcatlon unt||
Improvement Non-Homesite Value: 50 (+) .
Land Homesite Value: $15,120 (+) February 2027 The ImpUted
Land Non-Homesite Value: 80 (+) income will go away at that
Agricultural Market Valuation: 50 (+) t| me a ISO .
Market Value: $165,260 (} @
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Learning Point: Real Property; Home — Disposed of Asset
M Property Details
T e Real Property; Land
e e oo Market Value: $165,260.00
e i Sale Price: ($10,000.00)
::IS M Property Values = 5155,260.00
™ Cost to Convert:
nanl Improvement Homesite Value: $150,140 (+) CaSh Value:
%1 Improvement Non-Homesite Value: 50 (+)
::ﬂ": Land Homesite Value: $15,120 (+) ImPUted Income:
exe] Land Non-Homesite Value: s0 (+)
__| Agricultural Market Valuation: 50 (+)
5 Real Property does have a cost to
o Market Value: $12%0) - convert, before we can determine
o B the cash value we need to know
Aaneuural et aluaon oo that information.
S o
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Learning Point: The Income Certification

; T
TOTALS |5

[$12.996.00

E 5 900.00

Add totals from (4) through (D) above

TOTALINCOME (E): | $ 13 ggg

PART IV. INCOME FROM ASSETS

HH ] ERBE] 0] m T
Mbr # Type of Asset C/D | N/R | CashValue of Asset Al Annual Income from
1 Checking C [N |51.200.00 A $0.00
I Savings C [N |510.000.00 JA $200.00
| Real Property - Disposed |D_|R__|5139.734.00 |l 562880
2 Savings C_[N_15%100.00 A 2.00
1 Cash on Hand C N $500.00 | 52.25
L) TOTAL NON-NECESSARY PERSONAL PROPERTY: | 5 11_500.00 (M) Total Actual Income: | § 20425
(N} TOTAL NET FAMILY ASSETS: (0] Total Imputed
$139.734.00 e | $628.80
(P} TOTAL INCOME FROM ASSETS [[M) + (0)]: $ 833.05
| {Q) Total Annual Household Income from all Sources [Add (E) +(P)] I $14,729.05
[ PART V. HOUSEHOLD SET ASIDE DESIGNATION
income:  [1s%  [J20%  [@]30%  [Jaos [Jso% [Ieox% [J7o% [Jsox [ Jon
Rent: [Jeose  [Flaox  [Jao [sox  [Jsox [Fox  [Jsox
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Learning Point: Disposed of Assets

Assets disposed of for less than Fair Market Value are
included for a period of 5 years, true or false?

a)True

b)False

178
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Learning Point: Disposed of Assets

Assets disposed of for less than fair market value

because of foreclosure, bankruptcy, divorce or
separation are NOT counted, true or false?

a)True
b)False

179

Assets: Inflationary Adjustments for 2025

Items Adjusted for Inflation Annually by HUD

12023 2024 2025 2026|2027 (2028|2029 2030

Student Income Allowance $ 480.00[3% 48000 [F  480.00

Dependent Deduction S 480.00 S 480.00 | $ 480.00

Adoption Assistance Allowance S 480.00 S 480.00 | $ 480.00

Elderly Deduction $ 400.00 | § 525.00 | §_—525.Q0

Asset Limitation Threshold $ 5,000.00 | § 50,000.00//$ 51,600.00\\

Threshold for Medical Deduction*® 3% 10‘ﬁ 10% \

Cost of Living Allowance (COLA) 8.70% 3.20% 2.50%| /

Passhook Savings Rate 0.06% 0.40%N._  0.45%f

* Does not include the hardship allowance applicable to some households
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New Asset Certification Form

TexAs DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Asset Certification of Net Family Assets

For households whose combined net assets do not exceed the Imputation Threshold as defined by HUD at:

https:ffwwaw huduser. gov/portal/datasersinflationary-adjustments-notifications . html

[Complete only one form per household; include assets of miners.)

Head of Household Name: Unit Mo.:

Development Name and Address:
Complete all that apply for 1 through 4:

1 Mhyfour assets indude [enter nfain [A) if you do not own the respective asset):

1a) L] (A*8) &) (8} [A%E)

Cash Int Annual Cash nt. Anmnual

Source Value Rate Income Source Value Rate Income
Savings Account(s) ] % -] Checking Account(s) s % S
Certificates of Deposit 5 % % Money Market Funds % % 5

181

Assets: Exclusions in HOTMA Do Not Impact Department Programs

HOTMA does have an asset exclusion for families that have
assets totaling more than $100,000 and for families owning
real estate.

These exclusions do not apply to most of the Department
programs because most of the programs are covered under
good cause protections and income is not a good cause. The
exclusions are Public Housing and Section 8 requirements that
would impact the Section 8 Housing Choice Voucher program

at the Department. ®
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Assets: Tips to Minimize Challenges

N\
‘ All verification forms completed in their entirety

. All household assets are certified and verified, if required
\
Are all verifications/certifications current? (within 120 days)
I
. Forms are tested for integrity, clarifications present, etc.
[
. No correction fluid, white-out or evidence of tampering/perfecting
[

‘ Peer Review

‘ 3rd party or compliance file review
7 9

183

Adjusted Income
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Adjusted Income: Deductions and Purpose

Annually, HUD will issue an Adjustment for Inflation to be used for
deductions

Dependent Deduction will correlate to the earned income counted for full-time students
and adoption assistance; currently this is $480 per eligible dependent

Child Care Deduction has excluded foster children with HOTMA unless the childcare is
paid for with the household’s income and not the foster care payments received from the
welfare agency, this deduction is limited by the amount of childcare compared to the
earned income of the applicable household member

Reasonable Attendant Care and Auxiliary Apparatus; formerly Disabled Deduction — 10%
test required and the deduction is only allowed when the expense enables a family
member (including the disabled person) to work

Elderly/Disabled Deduction is $525 and is only allowed once per qualifying household

Unreimbursed Health and Medical Care expenses for elderly/disabled households — 10%
test required if not met by previous deduction °

185

Adjusted Income: The Process

Determine Annual Income

Determine Deductions

Calculate Tenant Rent

Notification of Rent Increase

186
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Adjusted Income: Screening for Deductions

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
SUPPLEMENT TO THE INTAKE APPLICATION

3 HOME o this form wil
 Qwner

adjusted in
usehold may be sligible for. Adjusted income is also used to detemmine the required tenant paid rent of a
ncome at recertfication or

A DEPENDENT DEDUC 2 aisabili,
of household besd, 2 foster child 4 live in aide)

L the housebold comprised o s family member undr the age of 137 L1NO© [ YES, who?
L ;. dissbiliies? []NO [] YES, who?
Ls the household comprised of 3 family member who i 3 full-time srudent? []NO [ YES, who?.

B. CHILD CARE EXPENSES DEDUCTION

orunder? [1NO []YES, for whom?

ember to (chack) (] Sesk employment OR [] Be grinfully employed OR
OO [ YES. whe?.
idh durmg the hours. ded? []NO [] YES

3. s the child care provided. OO0 [ YES, who?

O Further

4.1sthe Bousehald reimbursed by an outside Agency or Individual? []NO [ YES, who?

C. DISABILITY ASSISTANCE EXPENSES DEDUCTION

and/or an suxiliary apparatuz? [1NO [ YES, for whom?

paras ensble an sdlt bousebold member to work? (] NO [] YES, wha?
Individual for these cost:? []NO [ YES, who?

L the head of housshold. zpouce.
I: the head of household, spouse,

£2 orclder? [1NO []VES, who?
7 N0 [JVES, who?

E. MEDICAL EXPENSES DEDUCTION (If ¢
i b cligible for deductio

ehold qualifie: for the deduction lsted in “D” then medical expenses for ALL

Estimated Aunnal Cort:

vES

vES
Other: Dixo Oves

L the housebold reimbursed by 2n Agency andlor Infividual for any of these costs? LINO L] YES, who?
Did the bousehold bave amy %0 [ YES, esplais?

F_APPLICANTRESIDENT CERTIFCATION
bove in} 1z true and corres

T certify that the above informatior =

Siganr D
Warsing: Tide 1

e

s,
Usited Sate 4 1 any marter within it jorisiction.

TDHCA Page 10£1

May 2010

The household must be screened
for deductions

TDHCA has a Supplement to the
Intake Application available on the

website

Developments may develop and
utilize their own version of
screening tool

187

Adjusted Income: Available Deductions

5 types of
deductions

assist any
household
member

3 deductions can

2 deductions only
for elderly (62+) or

disabled
household

Dependent Child Care

Attendant Care &

Auxiliary
Apparatus

Elderly or Health & Medical
Disabled
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Russell Household: Screening for Deductions

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

SUPPLEMENT TO THE INTAKE APPLICATION
Fartcipation in 3 TDHCA Tenant Based Rental Assi requires of sdjusted the amount of
subsidy assistance your household may be eligible for. Adjusted income s also used to determine the required tenant paid rent of a
' ‘on 3 HOME Rental development
L You donat

S b e The Russell household is applying for a
T e = - program that requires adjusted income.

Iz the household comprised of 3 family member under the age of 187 []NO [l] VES, who? Jerome Gonzales
It [INO [B YES, who? MWilam Russel 20 years oe)
Lt member who is [INO I YES, who?

[B-_CEILD CARE FXPENSES DEDUCTION.

e e it Mt We have completed the income and

oRD

1.Does
(academic or vocationa)? [1NO [l YES, who? Maryfusme:

e e asset screening portion of the process,

A drared by " W N0 [ YES, who?

o — now we need to adeSt their income to

Ll CINO (W YES, for whom? William Rossell
e S determine the rent.
Ieteaesene e 0

3. Tdensify the type of care andlc Inhems day care =

D. FLDERLY OR DISABLED FAMILY DEDUCTION ]
Is the head of bousehold, o 2 . WO [ YES, who?
s the hesd of household, spoe, or co-head a persom with 2 disabilicy? [1NO I YES, who? Wiiam Russell

E. BEALTH AND MEDICAL CAKE EXPENSE DEDUCTION
dical for ALL household i

< The Supplement to the Intake

= E— = Application tells us what we need for the
= — B next steps.

:":"— MNO [ YES, who? ==

Did 1w M NO [ YES, explain”

[ APPLICANT RESIDENT CERTIFICATION.

Tcertfy (hat e sbove iforimation - trus and corract,
Wy Russen ey Bussctl sy 28,2025
™ E=— T

e Shstes 240 sy matter i i ucsion.

TOHCA Page 1 of1 Revised Sprember , 2023 @
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Application: HOME-ARP Qualifying Documents

HOME American Rescue Plan (HOME-ARP) Pre-Application

Applicant Name_William and Mary Russell Date_7'28/2025 4 of bedrooms requested 2

Number of adults in household: _2 Number of children in household: '

Applicants should check all boxes that describe y| (J) | am homeless (living outside, in my car, an abandoned building, a camp, transitional housing, or in a
temporary shelter). X

ii. K] 1 am residing in a publicly or privately operated emergency shelter or transitional housing facility
designed to provide temporary living arrangements; or, in a hotel/motel currently paid for by charitable
ions or by federal, state or local government programs;

To'Whom it May Concem:
Required Documentation:
Homeless Management Information System (HMIS) record;

m Referral by another housing or service provider stating that the household was in an
assisthomeless individuals and families in achieving self-sufficiency. ALS offers short-term emergency shelter or transitional housing; or
[] Referral by another housing or service provider that the household stating the household is
living in hotels and motels paid for by charitable organizations or by federal, state and local
participate in either our Basic MeedsProgram (3 days to 2weeks) or our Employment Program government programs; and if hotel/motel:

Aystin Life Shelter {ALS) provides temporary shelter, case management, andsupport senvices to

emergency shelter, duringwhich homeless men, women, and families with children can

(12 weeks), depending on their assessment.
‘William and Mar¥ Russell aﬂimmehaw.hemstayhga:ﬂ.usﬂnl.ife Sheltersince

April 28,2025, till thy 1f you have ar ions regarding their resi stay, please

feel free te contact me at 512-548-2005 extension 33.
Sincecely,
7

Zﬁ ey M(///f/ﬂwmm i

190

8/11/2025

95



Adjusted Income: Dependent Deduction

» Dependent Deduction of $480 per eligible dependent in the family

* Dependents are defined as family members who are not head, spouse, co-head and are:
* Under 18 years of age
* A person with disabilities at any age
* A full-time student, 18 years of age or older

e Full-time student status is defined by the institution of higher education, with a degree or certificate program,
where the student is enrolled

* To qualify for the deduction, verification of disability or student status is required

* A foster child, foster adult, unborn child, a child that has not joined the household yet, or
dependent of a live-in aide will never qualify for the deduction

* A family does not have to have legal custody of a dependent to receive the deduction;
however, the dependent must live in the unit

* A family may not receive a double dependent deduction for one member

* For example, a 19-year-old, disabled, full-time student would not be eligible for two dependent
deductions

191

Documenting Income: Dependent Deduction

A.DEPENDENT DEDUCTION (Some household members cannot qualify for this deduction regardless of age, disability, or student status: Head
of household, spouse, co-head. a foster child, an unborn child, a child whe has not vet joined the family, or a live-in aide.)

Is the household comprised of a family member under the age of 187 [ NO (M| YES, who? Jerome Gonzales
Is the household comprised of a family member with disabilities? [ | NO [H| YES, who? Wiliam Russell (29 years old)
Is the household comprised of a family member who is a full-time smudent? [ NO [l YES, who? Jerome Gonzales (9 years old)

Is the Russell household eligible for a dependent deduction?

How much is the household deduction?

192
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Adjusted Income: Childcare Deduction

* The Childcare Deduction is available for anticipated expenses to any
family paying for childcare. The deduction is available to all children
under the age of 13 living in the unit when childcare enables a family
member to...

* Work

¢ Look for work paid by the family income and not a
welfare stipend.

Foster children are eligible for this
deduction if the childcare expense is

* Go to school (academic or vocational)

* The family has to evidence that there is no adult family member capable
of providing care during the hours care is needed

* Childcare expenses cannot be reimbursed by an outside agency or
individual

* Childcare expenses deducted must be reasonable

193

Adjusted Income: Childcare Deduction continued

* Childcare expenses are not paid to someone living in the unit

* Childcare expenses cannot exceed the work income generated by the
family member during the period in which care is provided

* The childcare expenses are not restricted when seeking employment or
attending school

* To document anticipated child care expenses, the family must:
* |dentify the child(ren) who will be cared for

* Ildentify the family member who is enabled to work, look for work, and/or go to school
because of the childcare

* Evidence that no other adult household member in the unit is available to care for the child
* |dentify the childcare provider
* Provide documentation of cost
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Documenting Income: Childcare Deduction

B. CHILD CARE EXPENSES DEDUCTION
1s the household paying for the care of children age 12 or under? [ | NO [l] YES. for whom? Jerome Gonzales

If YES. Please answer the following questions:
1. Does the child care enable an adult household member to (check) @ Be gainfully employved OR [] Further his/her education
(academic or vocational)? [ | NO [l YES, who? Mary Russel

2. Is there an adult household member capable of providmg care during the hours care is needed? [l NO [] YES
3 Ts the child care provided by a member who comprises the household? [l NO [] YES. who?
4 Ts the household reimbursed by an outside Agency or Individual? [l] NO [] YES. who?

)

Gonzales, Jerome Trail Blazer (after school) Beginning Statement Balance: 0.00
User  Post Date Description Comment Charge Credit, Balance
JNW 6/1/2025 M(school aged)Tuition Pmt 600.00 600.00
JNW  6/2/2025 Tuition Express 600.00 0.00

Total 600.00 600.00 0.00

Stepping Stone School Statement for June 2025
Dear valued parents,

$30 late fee will be applied to balances at closing on June 3rd.

Tuition is due as of June 1, 2025. If a balance remains, please provide a payment today to avoid a late fee. A

Is the Russell household eligible for a childcare deduction?

195

Documenting Income: Childcare Deduction continued
How much is the childcare deduction for the Russell household?

* Step 1: Determine Mary’s annual income, we have already done this step:

» Step 2: Determine what Mary’s earned income is while her child attends

childcare:

52

3 hours
weeks a

a day

year

$14,820
earned
income
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Learning Point 2: Childcare Deduction completed

* Step 3: Determine the childcare expenses for Jerome:

$11,700

5 days a 3 hours total

week a day R

* Step 4: Determine that childcare expenses do not exceed Mary’s earned income
generated during the period in which care is provided:

$14,820 Mary’s earned income
$11,700 total childcare expense
Childcare does not exceed employment
income
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Adjusted Income: Attendant Care & Auxiliary Apparatus Expense Deduction

» Attendant Care & Auxiliary Apparatus Expense Deduction is available for
unreimbursed, anticipated costs for attendant care and/or an auxiliary
apparatus

* The care or apparatus enables a family member, 18 years or older,
including the disabled member to work

* The amount claimed is the difference in total expenses for attendant
care and/or auxiliary apparatus that exceeds 10% of annual income and
earned income of the adult family member enabled to work by the
attendant care or auxiliary apparatus

* Families that were receiving the deduction in 2023 can utilize a hardship
implementation; 5% in 2024, 7.5% in 2025 and the full 10% in 2026

* If the disability assistance enables more than one family member to be
employed, the allowance cannot exceed the combined income of both
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Attendant Care & Auxiliary Apparatus Expense Deduction Items

* Auxiliary apparatus includes items that are directly related to permitting
the disabled person or other family member to work

* Includes items such as, but not limited to, the following:
* Wheelchairs, ramps, adaptations to vehicles (one-time allowances);
* Cost of maintenance and upkeep of an auxiliary apparatus (i.e. veterinarian and

food costs of service animal)

* Attendant care includes, but is not limited to, reasonable expenses for home
medical care, nursing services, interpreters for hearing impaired persons and
readers for persons with visual impairments
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Documenting Income: Attendant Care Deduction

C. ATTENDANT CARE AND AUXILIARY APPARATUS EXPENSE DEDUCTION

Is the household paying for attendant care and/or an auxiliary apparatus? [ ] NO [l YES. for whom? William Russell

If YES, Please answer the following questions:

1. Does the care and/or use of the auxiliary apparatus enable an adult household member to work? [] NO [l YES, who? Mary
2 1Is the household reimbursed by an Agency and/or Individual for these costs? [ll NO [] YES, who?

3. Identify the type of care and/or app

paid for: In-home day care for William while Mary works outside of the hame

Is the Russell household eligible
for a Attendant Care & Auxiliary
Apparatus Expense Deduction?

Dear William and Mary Russell:

We will be honored to continue serving your family as a medical aide service for William Russell
from the hours of 12 pm until 6 pm each weekday while Mary works outside the home. It is our
understanding that the remainder of the working hours are conducted from the home office and Mary is
able to offer support, if needed, for William during this time. Should something change in this schedule
please let us know.

The expense for the care will continue to be $450 per week and that amount will be due every
other week as scheduled with the business office.

Please feel free to reach out to our business office if you have any further documentation needs.

Mickelle Cosnford

Michelle Crawford, Care Coordinator
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Documenting Income: Attendant Care Deduction

* Step 1: Determine 10% of the household’s income:

$

0,
$41,921.80 10% is 10% of

annual calculation

. household
income factor

income

* Step 2: Determine William’s eligible disability deduction:

S $
disability 10% of

S

allowable

expense income deduction

* Step 3: Ensure the allowable deduction does not exceed the annual income:

S deduction < $41,921.80 annual income; so the
deduction is allowed.

(=)
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Learning Point 2: Attendant Care & Auxiliary Apparatus Expense Deduction

L.J. is an individual with disabilities that works full-time and has an annual
income of $24,800. He requires a motorized wheelchair and special
transportation to get to his job. The eligible disability expense is $8,500
for his transportation to and from his job. Is L.J. eligible for a disability
expense deduction? If yes, how much?

* Step 1: Determine 10% of L.J.'s employment income:

$2,480 is
10% of
L.J's
income

$24,800 10%

annual calculation
income factor

O
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Learning Point 2: Care & Apparatus Expense Deduction continued

* Step 2: Determine L.Js eligible disability deduction:

$8,500 $2,480
disability 10% of

$6,020

allowable

expense income deduction

* Step 3: Ensure L.Js allowable deduction does not exceed his annual
income:

$6,020 is
less than $24,800

annual income

(<)
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Adjusted Income: Elderly or Disabled Deduction

* Elderly or Disabled Deduction is a one-time $525 deduction
* HUD has indicated that this amount may be adjusted annually

* For 811 PRA the deduction amount is $400 until HOTMA is
implemented (likely, January 2026)

* The deduction is available to a family if the head, spouse, or co-head (or
the sole member) is at least 62 years of age or older, or is a person with
disabilities

* A household is entitled to only one deduction regardless of how many
family members qualify as elderly or disabled
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Documenting Assets: Elderly or Disabled Family Deduction

D. ELDERLY OR DISABLED FAMILY DEDUCTION
Is the head of household, spouse, or co-head at least 62 years of age or older? [l NO [] YES. who?
Is the head of household, spouse, or co-head a person with a disability? [ | NO (M YES, who? William Russell

Yes, recipients of Supplemental Security Income (SSI) are, by definition,
Information About Supplemental Security Income Payments || disabled.SSlis a federal program that provides monthly payments to
individuals with disabilities, blindness, or those aged 65 or older, who have
limited income and resources. To qualify for SSI, an individual must have a
physical or mental impairment that prevents them from working and is
expected to last for at least a year or result in death. ¢

You are not being asked to disclose any details or specifics regarding the type or nature of the special need, only
to disclose that you, or someone in your household, meets one of the categories above.

Based on the above, do you or anyone in your household have a “Special Need™? vES X NO

T do not wish to furnish information regarding special needs (Initials)

William, HOH, is a person with a disability. Does this mean that
the household is eligible for the Elderly/Disabled Deduction?

How much is the deduction? B
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Learning Point 2 & 3: Elderly or Disabled Deduction

Ted is 29 years old and a person with disabilities. Is Ted eligible for the
elderly or disabled deduction on their certification? If yes, how much?

Carolyn is 62 and lives with her husband, Jeff, who is 35 and disabled. Is
the household eligible for the elderly or disabled deduction on their
certification? If yes, how much?
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Adjusted Income: Health & Medical Care Expense Deduction

* Health & Medical Care Expense Deduction is the portion of total medical expenses that exceeds
10% of annual income and is only permitted for households in which the head, spouse, or co-
head is elderly or disabled

* Families that received the deduction in 2023 may utilize a hardship implementation; 5% in 2024, 7.5% in
2025 and the full 10% in 2026
* If the household is eligible, include the unreimbursed anticipated medical expenses of ALL
family members
* Including non-elderly and dependent children
* Foster persons and Live-in Aides are not eligible for this deduction

* Medical expenses include medically necessary apparatus, services and medications
* Include ongoing expenses paid in the past 12 months to project the upcoming year’s expenses
* Ongoing payments toward existing, unpaid medical bills are eligible for inclusion for the
upcoming year
* NOTE: Must only include the amount of payments to be made, not the total balance due

®
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Adjusted Income: Health & Medical Care Expense Deduction Continued

* Examples of eligible medical expenses include, but are not limited to:
* Services of doctors and healthcare professionals
* Services of healthcare facilities
* Medical insurance premiums or cost of an HMO
* Prescription/Nonprescription medicines that have been prescribed by a
physician
* Dental expenses
* Eyeglasses
* Hearing aids

(=]
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Learning Point: Care/Apparatus & Health/Medical Expense Disability

L.J., from slides 200 & 201, has the Attendant Care & Auxiliary Apparatus
expense deduction of $6,020. In addition, L.J. also has Health & Medical
Care expenses in the amount of $1,500 that are not reimbursed by
insurance. Since L.J.s Care & Apparatus expense has already been
calculated, which is required to be determined first, then the medical is
just added.

$6,020 $1,500

$7,520
Apparatus Medical Total

Deduction Expenses

Deduction

O
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Documenting Assets: Health and Medical Care Expense Deduction

E. HEALTH AND MEDICAL CARE EXPENSE DEDUCTION (If your household qualifies for the deduction listed in “D” thi 11
medical expenses for ALL household members may be eligible for deduction Dear William Russell:

Identify any of the following medical expenses? Estimated Annual Costs Can Support for expenses be provided? You requested a statement of the amount of co-pays and expenses incurred as a result of visits
Medicare NO []YES W NO O YES to Austin Regional Clinic locations in the calendar year 2024. Based on our records your 2024 expenses
Doctor Co-Pays CNO W YES 600,00 CINO W YES were $600.00 for co-pays, lab fees and expenses that were not covered by insurance for your family.
Prescription Costs CNo W YES 1,650.00 ONo W YES Please feel free to reach out to our business office if you have any further documentation needs.
Medical Deduction Costs NO [ YES m No [ YES
Over the Counter Costs NO [] YES NO [] YES X
Other NO []YES W NO [ vES Sincerely,

Is the household reimbursed by an Agency and/or Individ| Dear Mary Russell 21/
¥ an Agency ohn Williams
Did the household have any one-time non-recurring meds You requested a statement of the expenses incurred thus far in 2025 as a result of prescriptions
filled through Walgreens locations in the calendar year 2025. Based on our records your 2025 expenses

L . John Williams, Office Manager
are $825.00 for all prescriptions that were processed by Walgreens pharmacists through the year thus

far. Thisis in line with the expenses from 2024 and we would anticipate your total medical costs at the

| s t h e h 0 u Se h O | d end of 2025 will be approximately $1,650; as it was in 2024.

Please feel free to reach out to our business office if you have any further documentation needs.

eligible to have
the prescriptions Camnie Willliams

Carrie Williams, Office Manager

and co-pays
deducted in their
adjusted income?
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Adjusted Income and Calculation of Tenant Rent

Household Deductions:

Dependent Deduction = $ for Jerome
Childcare Expense Deduction = $ for Jerome’s care while Mary works since William is unable to care for
Jerome
Attendant Care and Auxiliary Apparatus Expense Deduction** = § total cost — 10% of HH income $

=$ total deduction
Elderly or Disabled Family Deduction = $ for the household, HOH William is a person with a disability
Health and Medical Care Expense Deduction** = $ Deduction ($600 doctor’s visits + $1,650 prescriptions)

Household income before deductions $
Total Amount of Deductions for the Household: $
Household Adjusted Income = $

Adjusted income + 12 Months = Monthly Adjusted Income x 30% = Monthly Gross Rent, Utility Allowance must be
deducted

S adjusted income + 12 months = $ Monthly Adjusted Income x 30% = $
monthly rent based on adjusted income

S Gross Rent - $52 Utility Allowance = $ rent charged to the Russell Household

’@
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Adjusted Income: Medical Expense Deductions™*

If the family is eligible for both the Attendant Care & Auxiliary Apparatus
deduction and the Health & Medical Care deduction, the following must
be considered:

* Ensure that the family’s 10% of income test is applied only one time

* The Attendant Care & Auxiliary Apparatus expense deduction must be calculated
before the Health & Medical Care Expense deduction is determined

* The Attendant Care & Auxiliary Apparatus expense deduction is limited by the
amount earned by the person enabled to work

* Expenses cannot be included in both categories (no double-dipping)

o
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Adjusted Income: Deductions Cheat Sheet

Dependent: $480 per
eligible dependent

- Ages vary, Student
Status & Disability

Child Care: Earned
Income > childcare
expenses
Count Total Expenses
for Deduction

Attendant Care &

Auxiliary Apparatus : 12
months of expenses —

10% = Deduction for
eligible families

Elderly (62+
Disabled:

$525 per eligible
family

Health & Medical Care :
Annual Income x 10% (if not
satisfied by A&A) =
Disallowed for deduction
Expenses — 10% = Total
Deduction

Care/Apparatus & Health/Medical:

If qualified for both...
Care/Apparatus expenses — 10% = Deduction

Care/Apparatus deduction + Health/Medical
expenses = Total Household Deduction

®
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Adjusted Income: Send Notification of Rent Increase

A written notice is required to implement a rent increase. Program notice
requirements must be adhered to.

Rent Increase Notification

Oute: _/_/.
RE: Change in Rent Notice
T

Please be advied that effect 0 Qm.-m for the unit located
I NQere N sre & c¥rently & tenant, will be
increase 105, g at¥e in advance on/or before the ot
cach mon
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Deductions: Inflationary Adjustments for 2025

Items Adjusted for Inflation Annually by HUD
023 2024 /2025 \ | 2026 2027|2028 2029|2030
Student Income Allowance S 480.00 S 480.00 480.00 \
Dependent Deduction $ 480.00 8§ 480.00/ S 480.00 \
Adoption Assistance Allowance S 480.00 | $ 480.00[| S 480.00
Elderly Deduction S 400.00 | S 525.00 | S 525.00
Asset Limitation Threshold $ 5,000.00 | $ 50,000.00{| $ 51,600.00
Threshold for Medical Deduction* 3% 10 10% /
Cost of Living Allowance (COLA) 8.70% 3.20% 2.50%/
Passhook Savings Rate 0.06% 0.40% \ 0.45
* Does not include the hardship aIIoMIicahle to some households

D
215
Qualifying Households: Tips to Minimize Challenges
S
‘ All certifications and verification forms completed in their entirety
‘ All household income and assets are certified and verified, if required
{
‘ Are all verifications/certifications current? (within 120 days)
I
. Forms are tested for integrity, clarifications present, etc.
I
. No correction fluid, white-out or evidence of tampering/perfecting
[
. Peer Review
‘ 3" party or compliance file review
> e
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Final Thoughts...

The Income Certification

Must Use the Department Approved Form:

»Income Certification

» Available on TDHCA Website

»Completed after all verifications are gathered
» Executed by all adult household members

» Executed by staff (Owner/Representative)

> New form for certifications effective in 2024

INCOME CERTIFICATION
[ initial Certification [JRecertification ] Other*

PART | DEVELOPMENT DATA

ounty
Address: Unit Namb: # Bedrooms: cMTsE

PARTII HOUSEHOLD COMPOSTTION

b e Firstrame & middle | Relatonshiptonead | Dateof siry
bz nical of Household oY

1 HEAD

2

3

Z

s

5

7 FrPTA

PARTIIL GROSS ANNUALINCOME (USEANNUALAMOUNTS) ]
@) =) © o1
other ncor

e |5 5
'Add totals from (A) through (D] above TOTAL INCOME (E):

PART IV, INCOME FROM ASSETS.

") e [ = w
woes | Typeotasser 0 | W/ | cash valus otasser an Annuatincome from

(7} ToTaL ncowmE From Assers (] + (Ol

‘ (@) Total Annual Household income from all Sources [add (€] + (P15 |

HOUSEHOLD CERTIFICATION & SIGNATURES
for cacr pesonts) s forth
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Income Limits

* Confirm Applicant is eligible under the required income limits for the
program

* Current limits are on the Department’s website

Published by HUD
annually
Need to determine

. County or MSA
Program/Project

specific

What is your max

AMI?
Based on Number
in Applicant Group

o
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Inflationary Adjustments

HUD has announced the inflationary changes that will be in effect for
certifications with 2025 effective dates, the amounts can be found online
at https://www.huduser.gov/portal/datasets/inflationary-adjustments-
notifications.html.

While deduction amounts did not change, the asset threshold and
passbook savings rate have changed.

The 2026 amounts have been announced and should be used for any
certification with a 2026 effective date.

(=)
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HOTMA Resources: Annual Inflationary Adjustments & Passbook Rate

2024

2025

2026

. Regulatory H Regulatory Adjusted Item gulatory Rate
Adjusted Item R Rate Adjusted Item Reference Rate il Reference
Passbook Savings | 24 CFR 5.609(a) 0.40% Passbook Savings | 24 CFR 5.609(a) 0.45% Passbook Savings | 24 CFR 5.609(a) 0.40%
Rate Rate Rate
E
— Threshold above Threshold above |
e e which imputed . which imputed
returns must he | 24 CFR ? :'(’;’9(“)(2) $50,000 returns must be 24 CF‘:ﬂZ‘(Z;?{’?‘a"Z’ $51.600 returns must be 24CIR flé)f’fj%"z’ $52,787
caleulated on net end (63(1) calculated on net @ calculated on net and (b)(
family assets family assets family assets
E
Threshold above Threshold above Threshold sbove
which the total . which the total which the total
value of non- 24 CER § 5.603(by . value of non- 24 CFR § 5.603(b) value of non- 24 CFR § 5.603(b)
necessary personal |  Definition Net famity $50,000 necessary personal | Definition Net family $51,600 necessary personal | Definition Net family $52,787
property is assets property is included assers property is included assets
included in net in net in net
family assets family assets family assets
E
24 CIR § 5.618(b)(1) 24 CFR § 5.618(b)(1) 24 CFR § 5.618(b)(1)
Thesmemnetnet | 254 CrR e T, | 2en s sy et | e e
the PHA/MFH 24 CFR § 92.203(e)(1) PHA/MFH 24 CFR § 92.203(e)(1) PHAMFH 24 CFR § 92.203(e)(1)
Owner/Grantee | 2, G SOISHOM 1 550,000 Owner/Grantee may | 24 CFR § 93.151(e)(1) $51,600 Owner/Grantee may| 24 CFR § 93.151(eX(1) 52,787
may accept self- « § (a) accept self- 24 CFR § 882.515(a) accept self- 24 CFR}E HKZ,S]SV(:\)
certification by the | 2+ CFR § 882.808()(1) certificationby the | 24 CFR § S52.808()(1) certfication by the | 24 CFR § 882.808(i)(1)
24 CFR § 960.259(c)(2) Tamils 24 CFR § 960.259(c)(2) famil: 24 CFR § 960.259(c)(2)
family e by
24 CFR § 982.516(a)(3) 24 CFR § 982.516(a)(3) 24 CFR § 982.516(a)(3)

https://www.huduser.gov/portal/datasets/inflationary-adjustments-notifications.html|
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One Final Question

When should you have started, or should you start, calculating
income using the HOTMA Guidance?

a) February 14, 2025
b) September 29, 2024
c) January 1, 2024
d) February 2, 2023
e) January 1, 2026
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Putting it All Together — File Order

The Department has provided the checklists for use in tenant files
as a guide.

Your program may have additional requirements, you will want to
insure that your files contain all of the required items and, if
applicable, are in the appropriate order.

https://www.tdhca.texas.gov/compliance-forms
https://www.tdhca.texas.gov/tenant-based-rental-assistance-

forms-library
2
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Tips to Minimize Challenges — Reminder

3
‘ All forms completed in their entirety

’ Does the tenant file tell a story that a monitor can follow?
\

Is everything current? (within 120 days)

I
. Any changes or corrections should be completed and initialed by applicants
I

. No correction fluid, white-out or evidence of tampering/perfecting
[

. Peer Review
‘ 3" party or compliance file review
7
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THANK YOU!

Income Determination Training

THIS TRAINING INCLUDES THE INCOME AND ASSET
CALCULATION PROCESSES USED FOR THE PROGRAMS
MONITORED BY THE DEPARTMENT. ADDITIONALLY, THIS
TRAINING COVERS THE PROCESS FOR ADJUSTED INCOME AND
OTHER PROGRAM ITEMS THAT ARE APPLICABLE TO SOME
PROGRAMS, BUT NOT ALL.

ANY FOLLOW-UP QUESTIONS SHOULD BE DIRECTED TO A
MEMBER OF THE APPROPRIATE DIVISION.
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