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	LOS ANGELES HOUSING DEPARTMENT

Tenant Income and Rent Certification Form Instructions



This “Tenant Income and Rent Certification” (TIRC) Form is to be completed by each tenant household of a restricted unit at the initial renting and for subsequent annual income and rent certification reporting.
Type in the standard information (Part A) and then make duplicates of this Form and submit one completed form for each household occupying a restricted unit.  To be valid, each TIRC Form must be completed, signed and dated by both the tenant and the owner or property manager.
GENERAL INSTRUCTIONS
1. 
An owner or property manager may help a tenant head-of-household complete portions of this form, but ultimately it is the responsibility of the owner to make sure the information is correct,  signed and submitted to Urban Futures, Inc. on a timely basis. 
2. 
Definition of Income: “Annual Income” is the anticipated gross amount of income (before taxes) to be received by all adults in a household during the 12 months following the effective date of this form.  

3. 
The City is required to collect tenant income amounts.  Please make an exhaustive effort to complete all information and to return the forms as soon as possible.
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	Part A:  General Property Information

	Project Name:
	Name of the apartment building, if any.

	Property Address:
	Street address and unit number of the tenant listed on the form.

	Owner Name:
	Name of the property owner (general partner if partnership or corporation).

	Owner Address:

	Mailing address of the owner.

	Owner Phone & E-mail:
	Owner’s phone number(s) and E-mail.

	Property Manager:
	Name, phone number(s) and email.

	Project Type:
	In the header section, please check of the Program type(s) for this unit.

	Part B: Unit & Tenant Household Information

	Unit #
	The unit number the tenant household will be or is currently occupying.

	No. of Bdrms
	The number of bedrooms, if any, in the rental unit.  If it is a single room occupancy unit, write “SRO”; for a bachelor, write “0 BDRM”; and for a single, 
write “1 BDRM”.

	Move-in Date:
	The date the tenant household moved into the apartment or date added to the program.

	Certification Type and date:
	Please indicate if this is a new tenant household, change in household size or recertification for the Unit documented in Part B. Include the date of the certification.  (This portion should be completed by the property manager.)

	Income Level
	This is the Maximum Annual Income Level a tenant household can earn per family size, and is based upon the adjusted median income level for the Los Angeles area calculated by the United States Department of Housing and Urban Development (HUD).  Maximum Household Income Levels are divided into Percentage Categories from low to high, (30% to 120%), and should reflect the income targeting requirements set forth in the project’s Regulatory Agreement. To determine the Percentage Category and Dollar Amount for the unit listed in Part B, the owner’s representative should refer to the most current Income and Rent schedules. 

	HOME Program Only
	This should reflect the income targeting requirements (for HOME assisted units) as set forth in the project’s Regulatory Agreement.

	Type of Subsidy:
	Indicate what, if any, subsidy program the tenant is qualified to use.

	Tenant  portion of  Rent:
	Enter the portion of the monthly rent paid for the unit by the tenant

	Utility Allowance
	Indicate the utility allowances the tenant receives or is eligible to receive. If head of household has “Housing Choice Voucher,” enter zero (0) in Utility allowance 
(PART B2)

	Total Unit Rent:
	Write the total monthly rent paid by the tenant for the unit, include any Project Based Subsidy, Shelter Plus Care, Tenant Choice Voucher, and any other subsidy.

	Part C: Projected Tenant Asset Income  
(To be completed by the Management Company or entity certifying income)

	Tenant Name:
	List the name of each tenant with asset income (as defined under 24 CFR 5.609)

	 Asset Type/ Account #:
	Asset Income is the annual return generated by a cash item or non-cash item that can be converted to cash and must be included in a review of tenant income eligibility.   For households with more than $5,000 in total assets, HUD requires that an imputed return be calculated based upon a savings passbook rate and be compared with the actual return generated by the assets. Please combine all assets held by all household members and list them by asset type.  See: 24 CFR Part 5.609 Annual Income Inclusions and Exclusions handout in Property Management Packet for assistance in determining which Assets should be considered.

	Net Cash Value of Asset:

	All assets have both a Market Value and a Net Cash Value.  Market Value of an asset is simply its dollar value on the open market.  An asset’s Net Cash Value is the Market Value less reasonable expenses required to convert the asset to cash.  Enter the subtotal for each type of asset and enter the sum at: Net Cash Value of Assets (NCV)

	Actual Asset Income:
	The Actual Income is the actual income generated by the Asset (e.g., interest on a savings or checking account).  Enter the subtotal for each type of asset and enter the sum at: Total Actual Asset Income.

	HUD Passbook Rate:
	Rather than require the household to dispose of the property, the Part 5 rule requires that an "imputed" income be calculated based on a Passbook Rate applied to the cash value of all assets. (The Passbook Rate is established periodically by HUD.)  This  rule applies only if the total cash value of all assets is more than $5,000.  The current rate can be obtained from the Housing Services Analyst assigned to your project.




	Part D: Tenant Household Composition (completed by Head of Household)

	Ethnicity & Race of Head of Household
	Los Angeles Housing Department requests this information to comply with the Housing and Recovery Act of 2008.  This is an option and you (the tenant) are not required to provide this information. If you wish to provide this information, then check each box that applies to you.

	(1) Tenant/Occupants Name
	To be completed for all the occupants listed in Part C, Lines 3 through 6 above.  

(If more than six (6) occupants in the home, please attach an additional page).

	(2) Projected annual Household Income - Type of Income:
	List amounts of all wages, salaries, benefits, public assistance, calculated assets, and other sources of income below for each member of the household..

	“Documentation On File” and “Income Source Documentation – Submitted and on File”
	These documents support and verify the household’s source of income for each tenant-occupant listed in spaces D 1-6 for the initial move-in and as required by specific Program Guidelines.  For each occupant, place a (or “X” at “Yes” if documentation is on file or “NO” if nothing is available (and check “Other” in the lower section and identify any source). There are five general categories for “Income Source Documentation.” Place a (for each document submitted and on file. If the occupants have more than one source of income, check all that apply for each source of income for each occupant on page 2. Requirement:  All Income Verification information must be kept in files and available for inspection by the Los Angeles Housing Department.  

	Current Monthly Gross Income:
	The current monthly amount of money that is anticipated to be received by the tenant  on a monthly basis.  Note the basis on which pay is accrued (hourly, weekly, monthly and the effect of overtime).  Also note if individuals are paid twice a month (24 times a year) or every two weeks (26 times a year).

	Projected Gross Annual Income:
	The total yearly amount of money that is anticipated to be received by tenant occupant from all sources of income for the next 12 months.  Compute the total Projected Yearly Income Amount from each Source of Income and enter on the Projected Annual Income Line.  Please complete for each tenant occupant  

	(3) Total Projected Household Income:
	Sum of the “Projected Gross Annual Income” amounts (Does not include Asset Income). 


	(4) Total Asset Income:
	Write in the amount from Part C-8 here.

	(5) Total  Income:
	Add (3) Total Projected Household Income + (4) Total Asset Income” = (5) Total Income (for the household) 

	Tenant Phone number & E-mail:
	Enter the tenant’s phone number and E-mail (if available)

	Part E: Tenant and Owner Certifying Acknowledgement

	The TIRC form is not valid without both tenant and owner/Property Manager’s signatures.  Have the head of household (and co-head of household/other adult if applicable) read the certifying acknowledgement then sign and date the form.  Owner/Manager (as agent of the owner) must also read the certification statement, then sign and date the form.


If you have any further questions, contact the Urban Futures, Inc., Housing Compliance at (714) 283-9334. 
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