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What you should know before 
you begin completing the 

application package:

● Submit a complete application after you have completed the owner’s tenant 
screening process (e.g., credit history, ability to pay rent, identification, etc.)

● You, as the property owner/agent/manager, shall:
○ Select the Eligible Household to occupy a Restricted Unit, subject to LAHD’s 

certification of eligibility.
○ Verify eligibility using income tax records, bank deposits, and other records 

required to calculate annual income.
● Your policies and procedures for processing the rental application shall be fair 

and equal among all applicants and adhere to Federal, State, and local laws.
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What you should know before 
you begin completing the 

application package (continued):

● The application package should be completed by the owner/duly 

authorized agent. The applicants are responsible for providing their 

income documentation to you.

● LAHD recommends that you complete the application package together 

with the prospective tenants.

● Any incomplete application package will not be reviewed and be 

returned. Owner/agent must complete the application prior to 
resubmission or be subject to denial.
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What you should know before 
you begin completing the 

application package (continued):

● Our contractor, Urban Futures Bond Administration (UFBA), currently 

handles the review of income certification applications.

● Submit applications by email ONLY to UFBA to lucert@ufbahc.com.
● Email complete application packages with supporting documents all in 

one email thread.  

● UFBA has 10 business days from the date of receiving complete 
application packages to provide a final determination. 
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Key Things to Note:

● Annual Income (Page 6)
● Calculating Income (Page 7)
● *NEW* TIC-Q Form (Pages 8-9)
● Request for Income Certification Form (Page 10-13)
● Required Documentation (Pages 14-15)
● TIRC Form (Pages 16-20)
● Applicant’s Statement (Page 21)
● Conflict of Interest Form (Page 22)
● Asset Certification Form (Pages 23-24)
● Request for Verification of Employment (Pages 25-26)
● Additional Forms (Pages 27-28)
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Annual income includes, 
but is not limited to:
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1. The full amount, before any payroll deductions, of wages and salaries, overtime pay, 
commissions, fees, tips and bonuses, and other compensation for personal services;

2. The net income from the operation of a business or profession;
3. Interest, dividends, and other net income of any kind from real or personal property;
4. Period amounts received from Social Security, annuities, insurance policies, retirement 

funds, pensions, disability or death benefits, and other similar types of periodic receipts;
5. Payments in lieu of earnings (e.g., unemployment, disability compensation, worker’s 

compensation, severance pay);
6. Welfare assistance payments;
7. Period and determinable allowances, such as alimony and child support, and regular 

contributions or gifts received from organization or persons not residing in the unit.

For the full income inclusions and exclusions, https://www.ecfr.gov/current/title-24/part-5.

https://www.ecfr.gov/current/title-24/part-5


Calculating Income
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● LAHD calculates income based on the HUD definitions found in 24 CFR Part 5.
● The owner/duly authorized agent should collect income documentation from the 

applicants, then calculate the household’s projected income for the coming 
12-month period based upon documentation. 

● Convert periodic wages to annual income by multiplying:
1. Hourly wages by the number of hours worked per year (2,080 hours for

full-time employment with a 40-hour week and no overtime);
2. Weekly wages by 52;
3. Bi-weekly wages (paid every other week) by 26;
4. Semi-monthly wages (paid twice each month) by 24; or
5. Monthly wages by 12



You may find it useful to 
complete the TIC-Q first. 
The questionnaire covers 

many items that will be 
requested in the rest of the 

application.

Tenant Income 
Certification 

Questionnaire (TIC-Q)
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Tenant Income 
Certification 

Questionnaire (TIC-Q)
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Every adult member must 
complete their own TIC-Q.

Applicants must disclose all 
income and assets on this 

questionnaire.



All information on this 
page is required. Do not 
leave any fields blank.
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How much will the monthly rent be? 
Refer to your rent schedule for the 

maximum Unit Rent. The monthly rent 
should never exceed the maximum 

allowable rent level.

Refer to your rent schedule to see the Maximum Allowable Income and 
enter that number here. Restricted units can be Moderate, Low, Very 
Low, or Extremely Low. Use the one that applies to the specific unit.
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This is a sample rent schedule. 
If you do not have a current 
Income and Rent Schedule, 

contact LAHD at 
lahd.occmonitor@lacity.org or 

(213) 808-8806.

Refer to this table to see the 
Maximum Allowable Income 

level based on Household Size. 
Refer to your Covenant for 

Income Level. Contact LAHD if 
you need a copy of your 

Covenant.

Refer to this table to see the 
Maximum Allowable Rent. 

Refer to your Covenant for Rent 
Level.
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Use this checklist to 
provide ALL the required 

documents.  

If we do not receive ALL 
the required documents, 
your application will be 
deemed incomplete and 

denied.

The owner/duly 
authorized agent must 
read the statement and 
sign.  Applications with 
missing signatures will 

not be accepted.
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Required Documents:
Bank Statements

● Owner/Duly Authorized Agent is responsible to:
○ Include ALL pages of the most recent 3 months of bank statements for ALL bank 

accounts for each applicant.
○ Review ALL bank statements thoroughly.

■ The deposits reflect ALL  income.
○ Clarify the source of additional income in bank statements by providing a written 

statement by the applicant. For example:
■ Explain source of large deposits.
■ Explain all recurring deposits other than their employment income.
■ Statements must be signed under penalty of perjury.
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Required Income Verification 
Documents
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Employed applicants must submit:

● Copies of three (3) months of recent 
payroll stubs

● Signed copies of two (2) most recent 
income tax returns or W-2 forms

● Bank statements for the three (3) most 
recent months-all pages of ALL 
ACCOUNTS

● Verification of Employment form 
completed by employer with company 
stamp or business card attached

Self-employed applicants must submit:

● Signed copies of two (2) most recent 
years income tax returns (1040 or 
1099) 

● Current six (6) month profit and loss 
statement

● Bank statements for the three (3) most 
recent months-all pages of ALL 
ACCOUNTS



The Tenant Income and Rent Certification Form (TIRC) is a 
required form that summarizes all the applicant’s 

information. All fields on this form must be completed. 

Complete all of Part A. 
General Property Information.
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Tips For Completing Part B:
➤ Unit #
➤ No. of Bedrooms
➤ Move-In Date - Anticipated move-in date. 
Allow 10 business days for LAHD to review the 
application.
➤ Certification Type - Indicate the type.
➤ Income % Level - Refer to your Agreement 
or rent schedule.
➤ (1) Tenant Portion of Rent - What will you 
charge the tenant on a monthly basis?
➤ (2) Rental Subsidy - If the tenant has a 
Rental Subsidy, put the amount here.
➤  Total Unit Rent - Add the Tenant Portion 
of Rent and Rental Subsidy to provide the 
Total Unit Rent.

17



Tips For Completing Part C:
➤ Part C is a summary of the Asset Certification form (Page 5 of 19). 
List all assets that the household owns. 
➤ 1. Applicant # - Who owns the asset?
➤ 2. Asset Type/Account # - What type of asset is it? (e.g., Savings 
Account, Stocks, 401K Accounts)
➤ 3. Net Cash Value of Asset (NCV) - The net cash value is defined 
as market value minus the costs of converting the asset to cash.
➤ 4. Actual Asset Income - Does this asset earn income? For 
example, a savings account might have an interest rate.
➤ 5. Total “Actual Income from Assets” - Add all the values of 
column 4.
➤ 6. Total “NCV of Assets” - Add all the values of column 3.
➤ 7. If #6 is greater than $5,000, multiply by the HUD Passbook Rate, 
0.06%. This may change year-to-year. Check HUD for the latest 
updates.
➤ 8. Enter the greater of 5 or 7 from above: This value will be used 
in Part D, #4.
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Do not leave the Race and 
Ethnicity sections blank. Please 

check one of the boxes.

List names of all 
applicants here. All 

adults and all children 
should be included.

Provide 
supporting 
documents.

List the type of 
income (e.g., job, 
Social Security).

List the ages, genders,  
and relationships of all 

members of the 
household. 

Add the household’s 
Income + their Asset 

Income from Part C to 
get their Total Income.

Complete the 
applicant’s contact 

information.
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Tips For Completing Part E:
➤ The left signature block is to be read and signed by the applicants. Make sure the applicants read and 
agree with the full statement. All applicants aged 18 and over must read and sign this section. If there are 
more than two adult applicants, print an extra copy of the TIRC form so that all adult applicants can sign.
➤ The right signature block is to be read and signed by the owner or duly authorized agent.



Both the applicant and the 
owner/duly authorized 

agent must read, sign, and 
date the form.

Required Form: 
Applicant’s Statement
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When signing this form, 
applicants agree to this 
statement: “Failure to 

disclose ALL income and 
assets will be grounds 

for denial.”
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The applicant must read 
and initial each statement.

Both the applicant and the 
owner/duly authorized 

agent must read, sign, and 
date the form.

Required Form: 
Conflict of Interest



You are responsible 
for ensuring all assets 

are disclosed. The 
applicants must 

provide 
documentation for all 
of their accounts and 

assets.

All household 
members aged 18 
and above must 

report ALL of their 
assets. Failure to 

report any asset will 
result in a final 

denial.
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Read each statement 
with the applicant. 

Check all that apply.

All applicants aged 
18 or older are 

required to sign.
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Read and follow 
the instructions 
written. You are 
only responsible 
for Part I of this 

form. 



Parts II, III, and IV 
should be sent to the 

applicant’s employer to 
be completed and sent 
back to you. Include the 
completed Verification 
of Employment form in 

your application 
submission.
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● Complete, sign, and submit these forms when applicable:
○ CERTIFICATION OF ZERO INCOME

○ VERIFICATION OF UNEMPLOYMENT BENEFITS

○ VERIFICATION OF SOCIAL SECURITY BENEFITS

○ VERIFICATION OF CHILD SUPPORT PAYMENTS

○ VERIFICATION OF RECURRING INCOME

○ VERIFICATION OF FULL-TIME STUDENT STATUS

○ RECORD OF ORAL VERIFICATION/CLARIFICATION

● If the form is not applicable to the applicant, you do not need to submit the form 
or you can write “N/A” on the form and submit it.

Verification Forms
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Complete this form if there have 
been any changes in ownership or 

management. LAHD needs to 
have the most current contact 

information. This is not part of the 
Income Certification Application 

Package.

Email lahd.occmonitor@lacity.org 
if you need this form.

Property Owner & 
Property Management 

Info
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Is the application complete?
Remember, LAHD will only review 

complete applications.
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● Double-check every page in the application for completeness. 
● Have all fields be completed?
● Are all required signatures provided?
● Have you provided all required supporting documentation?
● Anticipate any questions we may have about the application. Will we need any 

clarification about the application? Is any clarification provided? Do not be 
hesitate to add additional documents or statements to help us understand more 
about the application.



Most common reasons for 
denying applications: 
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1. The application is incomplete. 
Submitting a complete application prevents delays in the application process. Use this tutorial as a tool to 

ensure your application is complete so it will not be rejected.

2. Failure to disclose all sources of income and all assets.
All income and assets MUST be disclosed with the application. If all income and assets are not disclosed, it will 

be grounds for denial.  ALL assets must be disclosed. This includes any and all checking accounts, savings 

accounts, business accounts, retirement accounts. If an applicant has multiple sources of income, provide 

income documentations for ALL sources of income.

3. Applicant is over the income limit.
Check the rent and income schedule that you were provided. Calculate the household’s income using all 

required documents that you collected (e.g., pay stubs, bank statements, tax returns). If the household’s 

income is above the income limit, do not submit the application to us. 


