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What you should know before you 
begin completing the Income 

Certification Package:

● Read your covenant for specifics.
Your land use covenant specifies the rent that you can charge, tenant household income limits, how 
many and which units are restricted, affordability term, and how to maintain compliance with the City of 
Los Angeles. 

● Advertise.
Your land use covenant requires you to advertise the project’s affordable units to inform the public when 
and how to apply. 

● Keep your records and report annually.
After applicants have been certified for income eligibility and moved in as tenants, keep income 
certifications on file. You must submit an annual report to UFBA, who will review your affordable 
tenants roster and verify that rents are within the current allowable limit. UFBA will send you an 
introductory letter when it is time to submit your first report. As part of your covenant requirements, 
you are responsible for an annual monitoring fee. LAHD will send you an invoice each year.
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What you should know before you 
begin completing the Income 

Certification Package (continued):

● Submit a complete Income Certification Package after you have completed your 
property’s rental 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 pay stubs, income tax records, bank deposits, and 

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

and equal among all applicants and adhere to federal, state, and local laws.
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● The Income Certification Package should be completed by the 
owner/duly authorized agent. The prospective tenants are responsible 

for providing their income documentation to you.

● LAHD recommends that you complete the Income Certification Package 

together with the prospective tenants.

● Any incomplete Income Certification Package will not be reviewed 
and be returned. Owner/agent must complete the Income 
Certification Package prior to resubmission or the review will be 
closed.
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What you should know before you 
begin completing the Income 

Certification Package (continued):



● LAHD’s contractor Urban Futures Bond Administration (UFBA), 

currently handles the review of Income Certification Packages.

● Submit Income Certification Packages by email ONLY to UFBA: 
lucert@ufbahc.com. Email complete the Income Certification Packages 

with supporting documents all in one email thread.  

● UFBA has 10 business days from the date of receiving a complete 
Income Certification Package to provide a final determination. 
○ Please advise prospective tenants that they are only able to move into the 

restricted unit after their income has been certified by LAHD/UFBA. They 
should not give notice to their current landlord before or during the review. 6

What you should know before you 
begin completing the Income 

Certification Package (continued):

mailto:lucert@ufbahc.com
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(a) Annual income includes, with respect to the family:

(1) All amounts, not specifically excluded in paragraph (b) of § 5.609 Annual income (link 
below), received from all sources by each member of the family who is 18 years of age or 
older or is the head of household or spouse of the head of household, plus unearned 
income by or on behalf of each dependent who is under 18 years of age, and

(2) When the value of net family assets exceeds $51,600 (which amount HUD will adjust 
annually in accordance with the Consumer Price Index for Urban Wage Earners and 
Clerical Workers) and the actual returns from a given asset cannot be calculated, imputed 
returns on the asset based on the current passbook savings rate, as determined by HUD.

For the full income inclusions and exclusions, visit:  https://www.ecfr.gov/current/title-24/section-5.609.

Annual income includes, 
but is not limited to:

https://www.ecfr.gov/current/title-24/section-5.609
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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 

household, 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

Calculating Income
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LAHD calculates employment income with the following 4 methods. 
Income calculations using paystubs (LAHD requires 2 months of paystubs):

4 Income Calculation Methods

1. Average Paycheck
Calculate all gross income shown on the 2 
months of paystubs. Multiply average paycheck 
earnings by the number of paychecks per year.

2. Year-to-Date (YTD) using paystubs
Calculate how many days in the year have elapsed and 
annualize the income.

Example:
$2,600 average pay
× 12 monthly paychecks per year*
$31,200 annual income
*If the number of paychecks per year are:

● Semi-monthly, multiply by 24
● Bi-weekly, multiply by 26
● Weekly, multiply by 52

Example:
$7,700 YTD gross earnings 
(as of April 1, 2025)
Step 1
91 days in year so far
÷ 7 days a week
= 13 total weeks

Step 2
$7,700.00 ÷ 13 weeks YTD
= $592.31

Step 3
$592.31 × 52 weeks
= $30,800 annual income
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Income calculation using Verification of Employment (VOE):

4 Income Calculation Methods

3. Hourly
Multiply hourly wages by the number of 
hours worked per year.

4. Year-to-Date (YTD) using VOE
Calculate how many days in the year have elapsed and annualize 
the income.

Example: 
$15 hourly wage
(40 hours per week × 52 weeks)
× 2,080 annual hours
$31,200 annual income

Example:
$7,700 YTD gross earnings 
(as of April 1, 2025)
Step 1
91 days in year so far
÷ 7 days a week
= 13 total weeks

Step 2
$7,700.00 ÷ 13 weeks YTD
= $592.31

Step 3
$592.31 × 52 weeks
= $30,800 annual income

NOTE: The highest of the 4 calculations methods must be used as the annual income and must 
be within the income limit.



Income Calculation Resources

If you need additional assistance certifying tenants, you may 
choose to hire a professional property management firm that can 

provide further assistance and/or seek further training.
 

One resource to consider is the Affordable Housing Management 
Association (AHMA) website, which lists local events and 

webinars for those interested. Their website is:
 https://www.ahma-psw.org/events/ 
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We recommend the household complete the TIC-Q 
first. The 5-page TIC-Q covers items that will be 
requested in the rest of the Income Certification 

Package.

Tenant Income Certification 
Questionnaire (TIC-Q)
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Every adult household member must complete their 
own TIC-Q. Household members must disclose all 

income and assets on this questionnaire.



All information on this page is required. Do not 
leave any fields blank.

Request for Income 
Certification

13
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Request for Income Certification

How much will the monthly rent be? 
Refer to your current rent schedule for 
the maximum Unit Rent. The monthly 

rent should never exceed the maximum 
allowable rent level.

Refer to your current rent schedule to see the 
Maximum Allowable Income and enter that 

number here. Restricted units can be Moderate, 
Low, Very Low, or Extremely Low. Check the box 

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.

mailto:hcidla.occmonitor@lacity.org


Please include this checklist when you submit the 
Income Certification Package to UFBA.

Checklist of Requirements
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Documentation must be within 30 days old at the time 
of your submission.



● Owner/Duly Authorized Agent is responsible for:
○ Including ALL pages of the most recent bank statement for ALL checking accounts for 

each household member and ALL pages of the most recent account statements for all 
other asset accounts.

○ Reviewing ALL bank statements thoroughly.
■ The deposits reflect ALL income.

○ Clarifying the source of additional income in bank statements by providing a written 
statement by the household member. For example:
■ Explain source of large deposits.
■ Explain all recurring deposits other than their employment income.
■ Written clarification statements must be signed under penalty of perjury.

17

Required Documents:
Bank and Account Statements
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Employed household member(s) must 
submit:
● Copies of two (2) months of recent 

payroll stubs
● Signed copy of the most recent income 

tax returns forms (all pages)
● Bank statement - all pages of ALL 

ACCOUNTS
○ Most recent account statement for 

all accounts
● Verification of Employment form

Self-employed household member(s) 
must submit:
● Signed copies of the most recent years’ 

income tax return with Schedule C 
(1099 if Applicable)

● Current six (6) month profit and loss 
statement

● Bank statement - all pages of ALL 
ACCOUNTS
○ Most recent account statement 

for all accounts

Required Income
Verification Documents



The Tenant Income and Rent Certification Form 
(TIRC) summarizes all the household’s information. 
The TIRC is 2-pages. All fields on this form must be 

completed. 

Tenant Income and Rent 
Certification (TIRC)
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Please read the “Instructions for Completing the 
Tenant and Rent Certification Form.” The Instructions 
are pages 7 - 10 of the Income Certification Package.



Instructions for Completing 
the Tenant Income and Rent 

Certification Form (TIRC)
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Instructions for each field in the Tenant Income and 
Rent Certification (TIRC) Form are included in these 
pages. Please refer to the Instructions if you need 

additional information.



● Utility Allowance applies for Covenant Agreements executed on or after April 1, 
2017. If your Covenant Agreement was executed before April 1, 2017, the Utility 
Allowance does not apply to your property.

● If the tenant pays for any of the HACLA-listed utilities (to the owner or provider), 
they are entitled to receive corresponding utility allowances. The total utility 
allowance amount must be deducted from tenant’s rent.

● LAHD uses HACLA’s Utility Allowance schedule, which can be found on this 
website: https://www.hacla.org/en/about-section-8/utility-allowances. 

○ Please use the utility allowances allocated for Multi-Family Residential Housing.
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Utility Allowance

https://www.hacla.org/en/about-section-8/utility-allowances


● Please refer the TIRC Instructions for a guide for calculating the rent 

with Utility Allowance. An example is also included in the next page.

● Additional Considerations:
○ If the Owner is providing the Refrigerator and/or Stove for the 

restricted unit, do not include this utility in your calculations or 
reporting.

○ SCEP fee allowances apply to all restricted units in multi-family 
buildings.

○ RSO fee allowances may apply to rental units built before October 1, 
1978, including Unpermitted Dwelling Units (UDUs).
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Utility Allowance (Continued)



Step 1: Maximum Allowable Rent for a 1-Bedroom, Schedule 6, Very Low Income (50% AMI) 
unit (as of 7/1/2024) = $929

Step 2: Utilities Paid By Tenant: Electricity, Trash, SCEP Fee
Utility Allowances (as of 12/1/2024)
Basic Electricity: $ 22
Trash Collection: $ 24
SCEP Fee: $   6
Total Utility Allowance: $ 52

Step 3: Calculate rent with Utility Allowance. 
Maximum Allowable Rent: $ 929
Less Total Utility Allowance: $   52
Rent Limit After Utility Allowance: $ 877

23

Utility Allowance - Example
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Review bank statements for 
important information including: 

● last 4 digits of account number,
● interest rates, 
● deposits, and
● ending balances. 

You will need this information to 
complete the Income Certification 
Package.

Asset Income Example



John and Mary Smith have the following assets:

● John has a Savings Account (Account Number ending in -1234)

○ Most recent ending balance: $50,000

○ The Savings Account has a 1% interest rate

● Mary has a Checking Account (Account Number ending in -5678)

○ Most recent ending balance: $10,000

○ The interest rate is not indicated on the Checking Account statement

25

Asset Income
Example Calculations



● Calculations for Asset Income: 
○ Net Cash Value × Interest Rate = Actual Income from Asset
○ Net Cash Value × 2025 HUD Passbook Rate (0.45%) = Imputed Income

■ Use the Imputed Income calculation when the interest rate is not 
known. Imputed Income only needs to be calculated if the households 
assets are valued at $51,600 or more.

■ The HUD Passbook Rate is subject to change annually.
● Assets and Asset Income must be reported on the TIC-Q, TIRC, and Asset 

Certification form. 
● NOTE: Imputed Income for households with total assets below $51,600 does not 

need to be reported on the TIRC. HUD may change this threshold annually. 26

Asset Income
Example Calculations Continued



Using the Smiths’ Assets as an example:

If the interest rate is known, calculate the Actual Income from Asset

● John’s Savings: $50,000 × 1% = $500

If the interest rate is not known, calculate the Imputed Income from Asset

● Imputed Income is the cash value of the asset multiplied by the HUD 

Passbook Rate of 0.45%.

● Mary’s Checking: $10,000 × 0.45% (HUD Passbook Rate) = $45

John and Mary Smith’s Total Asset Income = $545

27

Asset Income
Example Calculations Continued



Both the applicant and the 
owner/duly authorized agent must 
read, sign, and date the form. The 

applicant must initial by each 
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 cancellation of 
my income certification review.”

Required Form: 
Applicant Statement
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The adult household member(s) 
must read and initial each 

statement.

Both the household member(s) 
and the owner/duly authorized 

agent must read, sign, and date 
the form.

Required Form: 
Conflict of Interest



Each adult household member must 
complete both pages of the form and 

sign the 2nd page.
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Required Form: 
Asset Certification 

(2-page form)
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Read and follow 
the instructions 

written.

You, as the 
Property Owner, 

Agent, or Manager  
are only 

responsible for 
Part I of this form. 

Verification of Employment Form



Parts II, III, and IV should be sent to 
the household member’s employer 
to be completed and sent back to 

you. 

Include the completed Verification of 
Employment form in your Income 
Certification Package submission. 

This form should be sent directly 
to the employer via mail, email, or 

fax and not given to the 
employee (household member) 

for delivery.

32

Verification of Employment Form
Continued
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● Complete, sign, and submit these forms (when applicable):
○ CERTIFICATION OF ZERO INCOME
○ VERIFICATION OF CHILD SUPPORT PAYMENTS
○ VERIFICATION OF RECURRING INCOME
○ RECORD OF VERIFICATION/CLARIFICATION

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

Other 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 Package.

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

Property Owner and 
Property Management 

Information

mailto:hcidla.occmonitor@lacity.org
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● Double-check every page in the Income Certification Package for completeness. 
● Have all fields been completed?
● Are all required signatures provided?
● Have you provided all required supporting documentation?
● Anticipate any questions we may have about the Income Certification Package.

○ Will we need any clarification about the Income Certification Package?

○ Is any clarification provided? 

● Do not hesitate to add additional documents or statements to help us understand 
more about the submitted Income Certification Package.

Remember: LAHD/UFBA will only review complete packages.

Is the Income Certification Package 
complete?
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1. The Income Certification Package is incomplete. 
Submitting a complete Income Certification Package prevents delays in the Owner’s overall application 

process. Use this tutorial as a tool to ensure your Income Certification Package is complete to ensure it is 

reviewed.

2. Failure to disclose all sources of income and all assets.
All income and assets MUST be disclosed with the Income Certification Package. If all income and assets are 

not disclosed, it will be grounds for non-certification.  ALL assets must be disclosed. This includes any and 

all checking accounts, savings accounts, business accounts, retirement accounts, investment accounts. If a 

household has multiple sources of income, provide income documentation for ALL sources of income.

3. Household 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 Income Certification Package to LAHD/UFBA.

Most common reasons for closing a 
review or deeming a household 

not eligible:


