Instructions on filling out the Tenant Income Certification
·       Enter the effective date (the month and day of the Move In Date)
·       Place an “x” or a checkmark next to Move In or Recertification

1. enter the name of your apartment complex

2. enter the address of your apartment complex

3. enter the names of all household members

4. enter the relationship of each tenant to the head of household (ex. father, mother, son, daughter)

5. enter the social security number of each tenant
6. enter the date of birth of each tenant

7. enter yes or no for each tenant to determine if they are a full-time student or not

8. enter yes or no for each tenant to determine if they are employed or not
9. enter 1 for White, 2 for Black/African American, 3 for American Indian/Alaska Native, 4 for Asian, 5 for Native Hawaiian/other Pacific Island, and 6 for Other

10. enter 1 for Hispanic or Latino and 2 for Not Hispanic or Latino

11. enter the amount of the household assets (ex. checking accounts, saving accounts, real estate)

12. if the amount of assets is over $5000, you will need to multiply the asset(s) amount times 0.06% to find the imputed income

13. enter the amount that the tenant actually receives from the asset(s) 
14. enter the amount of income from wages, tips and salaries for the household

15. enter the amount of income from social security, pensions and other retirement for the entire household

16. if the tenant has any public assistance payments (ex. AFDC) you will enter the amount here

17. any income the tenant receives while they are not working, such as unemployment compensation or disability, is entered here

18. income the tenant receives if they are self-employed is entered here

19. any income received from child support, alimony or gifts would be entered here

20. armed forces income is entered here

21. any other type of income that the tenant receives would be entered here (ex. bonuses, permanent fund, etc.)
22. enter the higher amount of income from assets (imputed or actual)

23. enter the gross annual income

24. enter the move in date, which should be the same date that is on the initial lease

25. enter the maximum income limit for the household

26. enter the 50% or 60% income level for the household

27. enter the number of bedrooms in the unit
28. enter the total number of people residing in the unit

29. enter the unit number

30. enter the amount the tenant pays each month for rent (it is important that you enter the amount the tenant pays, not the amount you charge for the unit)

31. enter the utility allowance amount

32. enter any amount of rental assistance the tenant receives (ex. Section 8, owner assistance)

33. HOME Properties: total the amounts from lines 28, 29 and 30, then enter the amount here

            Tax Credit Properties: total the amounts from lines 28 and 29, then enter the 

      amount here
Part VI
all members of the household who are age 18 or older will need to sign 


and date here

Part VII
the owner representative will need to sign and date here: make sure this is 


done on the same date as Part VI
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