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Disclaimer

This manual is intended as a guide to understanding Low Income Housing Tax Credit (LIHTC) compliance
monitoring and was developed for the convenience of project owners, management companies, on-site
management personnel and anyone involved with compliance monitoring for tax credit properties. Itis
not intended to and does not substitute for IRC 842, revenue procedures, revenue rulings, notices,
announcements, any Treasury regulations or any applicable federal law. HPD is also not responsible for
any errors or omissions contained in this manual. Applicable laws, regulations and Treasury guidance
prevail over the content of this manual.

Compliance with the requirements of the IRC 842 is the sole responsibility of the owner of any building for
which the credit has been allocated. HPD is neither responsible for nor liable for an owner’s
noncompliance. An owner should not rely solely on HPD to determine if the project and project records
are in compliance.

Use of this manual does not ensure compliance with IRC 842, Treasury regulations, or any other laws or
regulations governing LIHTCs or the financial viability of any project. HPD accordingly strongly advises
that all tax credit recipients consult their tax accountant, attorney or advisor as to the specific
requirements of the tax credit program and IRC 842.

HPD is responsible to the IRS to determine whether owners are compliant with the requirements of IRC
842 and its regulations. This manual describes certain administrative processes and requirements
established by HPD in its administration of such responsibilities. HPD however may change such
processes and requirements for monitoring of projects for which the credit has been allocated. Changes
may be made without previous notice. To the extent possible any administrative changes will be
incorporated into a revised version of this manual.

Changes, Additions & Clarifications — this list may not be comprehensive or all inclusive

e The household consists of a single parent with at least one child and the children are not
listed as dependents on another person’s federal income tax return except by one of the
parents (Mortgage Forgiveness Debt Relief Act of 2007)

¢ One time economic stimulus payments should not be considered when calculating a tenant’s
income (Economic Stimulus Act of 2008)

¢ The student was previously under the care and placement of a foster care program (Housing
and Economic Reform Act of 2008)
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Preface

Welcome to the New York City Department of Housing Preservation and Development (HPD) Compliance
Manual for the Low Income Housing Tax Credit Program (LIHTC).

Compliance in the LIHTC program involves four basic principles:

1) Renting only to households who qualify under the appropriate income limit;
2) Renting to households who comply with the full-time student rule;

3) Maintaining the unit in good physical condition and

4) Never charging too much rent.

Establishing and maintaining compliance involves a complex set of rules based on Section 42 of the tax
code, numerous Internal Revenue Service (IRS) rulings, revenue procedures and notices plus regulations
borrowed from the U.S. Department of Housing and Urban Development.

This manual combines information from all these sources into one place so the reader can learn:
1) What is compliance in the tax credit program;

2) How to establish and maintain compliance at a tax credit property; and

3) How to comply with the HPD compliance monitoring process.

This manual is for all actors involved in the tax credit program including owners, developers, syndicators,
asset managers, property managers and compliance managers. However, this manual is of particular
importance for property managers, compliance managers or whoever takes responsibility for maintaining
compliance at a tax credit property.

If that is who you are, your job is critical. You are the front line of a team of people who work to preserve
a very limited commodity — affordable housing for some of the neediest citizens of New York City.
Keeping affordable housing projects in compliance is vital to the sustainability of that housing and to the
lives of those tenants.

In providing this manual, it is HPD’s goal to educate you on the LIHTC program and to support the
successful operation of LIHTC properties subject to HPD compliance in NYC. We want you to succeed in
your efforts to maintain compliance in your projects. (Please note this manual does not apply to projects
overseen by the New York State Division of Housing and Community Renewal, the New York State
Housing Finance Agency, or the New York City Housing Development Corporation.)
If you lack the time to read the entire manual, but want to learn:

About HPD's compliance monitoring process, read Chapter Two.

How many tax credit units you need at your property, read Chapters Three and Four.

About income limits, read Chapter Five.

The student rule, read Chapter Five.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 8
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How to calculate and verify an applicant's annual income, read Chapters Six and Seven.

The forms you must use in your tenant income certifications, read Chapter Seven.

How to calculate the maximum tax credit rent, read Chapter Eight.

The Available Unit Rule, read Chapter Ten.

The Vacant Unit and Transfer Rules read Chapter Eleven.

HPD would like to thank the Local Initiatives Support Corporation (LISC) and the Enterprise Community
Partners for making this manual possible. LISC and Enterprise are national non-profit intermediaries
which assist community-based non-profit organizations. They are also co-general partners of the New
York Equity Fund through their affiliate organizations, the National Equity Fund (LISC) and Enterprise
Community Investment, Inc. (Enterprise). Without them, and the extraordinary assistance of our expert
consultant, Liz Bramlet, this manual would have been impossible.

HPD would also like to thank HPD staff, property managers and others who provided input and
comments.
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Part One

Introduction to the Low Income Housing Tax Credit (LIHTC) Program in New York City
as Administered by HPD
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Chapter One

Introduction to the
NYCHPD Compliance Manual

This guide reflects Low Income Housing Tax Credit regulations and New York City
Department of Housing Preservation and Development (HPD) policy at the time of writing.
Regulations change and HPD policy may change to reflect those changes, administrative

Issues and new realities in the field.

THE TAX CREDIT PROGRAM IS A COMPLICATED PROGRAM WITH LAYERS OF
REQUIREMENTS EVERY OWNER MUST MEET. YOU WILL NEED ADVICE FROM
OTHER SOURCES TO ENSURE YOU MEET ALL THE REQUIREMENTS
ASSOCIATED WITH YOUR TAX CREDIT PROPERTY. IN ADDITION,
REGULATIONS MAY CHANGE. IT IS THE RESPONSIBILITY OF OWNERS,
PROJECT SPONSORS AND USERS OF THIS MANUAL TO KEEP INFORMED OF
CHANGES.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 11
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Chapter One: Introduction to the NYCHPD Compliance Manual
_Or_
What You will Learn from Reading this Compliance Manual

1-1. What You Will Learn from Reading this Compliance Manual

The purpose of this Compliance Manual is to assist owners in complying with the Low Income

Housing Tax Credit Program (herein referred to as the tax credit program) at properties located in
New York City (NYC) that are monitored by the New York City Department of Housing Preservation

and Development (HPD). In reading this manual, you will learn:

A. The importance of maintaining compliance at a tax credit property;
B. How to manage a property in compliance with the tax credit program;
C. The rules and regulations that make up compliance in the tax credit program; and
D. The HPD compliance monitoring process.
1-2. What You Won't Learn from Reading this Compliance Manual

The tax credit program is a complicated program with layers of requirements every owner must

meet. You will need advice from other sources to ensure you meet all the requirements associated

with your tax credit property. In addition, regulations may change. It is the responsibility of
owners, project sponsors and users of this manual to keep informed of changes.

A. You are responsible for conferring with your own accountant(s) on complying with the IRS

filing requirements for the tax credit program.

B. You are responsible for conferring with your own attorney(s) on interpreting and complying

with the legal requirements of the tax credit program.

C. A syndicator, such as the National Equity Fund (NEF) or Enterprise Community Investment,

Inc. (Enterprise) locates the parties who invest in your property in exchange for benefiting

from the tax credits. You are responsible for conferring with your syndicator on any
additional standards they apply at their tax credit properties.

D. There are tax credit properties in NYC that are monitored by the New York State Division of

Housing and Community Renewal (DHCR), New York State Housing Finance Agency
(NYHFA) or New York City Housing Development Corporation (HDC).

1. For DHCR-monitored properties, go to their web site at http://www.dhcr.state.ny.us.
2. For NYHFA-monitored properties, go to their web site at http://www.nyhomes.org.
3. For HDC-monitored properties, go to their web site at http://www.nychdc.com.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
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is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.
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E.

For guidance on complying with Rent Stabilization or Rent Control, go to the DHCR web site
at http://www.dhcr.state.ny.us.

1-3. How this Compliance Manual is Organized

This manual is divided into six (6) parts.

A. Part one is an introduction to the tax credit program as administered by HPD. It will help
you to understand how HPD administers the tax credit program. It consists of:

Chapter One: Introduction to the NYCHPD Compliance Manual; and
Chapter Two: Introduction to the Tax Credit Program.

B. Part two answers the question, “How many tax credit units do | need at my property?” It will
teach you how to calculate the number of tax credit units for your property and the correct
placement of your tax credit units within each building at your property. It consists of:
Chapter Three: The Minimum Set Aside; and
Chapter Four: Maximizing Your Low Income Occupancy.

C. Part Three answers the question, “How do | know who qualifies to live in my tax credit
units?” It will teach you the questions you must ask and answer to determine a household
qualifies for your tax credit unit. It will also teach you how to verify the information that
demonstrates a household’s eligibility and how to complete the initial certification of
eligibility. It consists of:

Chapter Five: Household Eligibility Factors;
Chapter Six: Calculating Annual Income; and
Chapter Seven: Completing the Initial Certification

D. Part Four answers the question, “How much can | charge my tax credit residents?” It will
teach you how much you can charge your residents without jeopardizing your tax credits. It
consists of:

Chapter Eight: Maximum Allowable Rent; and
Chapter Nine: Charges in Addition to Rent.

E. Part Five answers the question, “How do | keep my property in compliance through a long
compliance period?” It will teach you how you must operate your property throughout the
compliance period. It consists of:

Chapter Ten: Ongoing Compliance Requirements; and
Chapter Eleven: The Vacant Unit and Transfer Rules.
This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 13
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F. Part Six answers the question, “How do | comply with the tax credit program when | have so
many other requirements to meet at my property? It will help you to understand how to
comply with the tax credit program when you must comply with other housing programs at
your property. It consists of:

Chapter Twelve:_Applying the Requirements of the HOME Program at a Tax Credit

Property; and
Chapter Thirteen: Maintaining Compliance at Rent-Stabilized Tax Credit Properties.

1-4. How each Chapter is Organized
Beginning with Chapter Two, each chapter follows the same organization.
A. The first section provides a list of the topics covered within the chapter. It will help you to
locate information within each chapter.
B. The second section lists the key terms you should learn from reading the chapter. It will
help you to anticipate what you will learn as you begin each chapter.
C. The third section includes the main text of the chapter with plenty of examples and exhibits
to help you understand the compliance requirements for the tax credit program.
D. The fourth section provides a list of actions to follow at your tax credit property. It is
provided under the heading, Do This!
E. The fifth section gives you a list of actions to not follow at your tax credit property. Itis
provided under the heading, Don’t Do This!
1-5. Overview of this Searchable Compliance Manual
This manual is a live, searchable document. You can enter frequently used terms into the PDF
search window to locate applicable information within the manual. We have hyper-linked specific
words within the text, allowing you to click on those words to locate the chapter including their
primary discussion. You'll find an expanded table of contents before the Preface. The table of
contents is hyper-linked so you can click on the title of a chapter, or on the heading for a
paragraph, and be taken directly to their location within the manual.
In writing this manual, it was inevitable that we would use some acronyms for commonly known
actors and terminology in the tax credit program. You will find a list of the acronyms, with an
explanation for each, at the end of this chapter.
We have avoided quoting directly from either IRS or HUD regulations, choosing instead to present
tax credit requirements in more colloquial (everyday) language to increase the understanding of the
program. If you are interested in reading directly from the regulations, we have provided Internet
links for the following resources in the Appendix at the end of this manual:
This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 14
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A. Section 42 of the federal tax code and the implementing regulations for the tax credit
program;

B. Sections of the HUD Handbook 4350.3, Rev. 1 and notices issued by HUD’s Office of
Housing utilized by the tax credit program;

In the Appendix, we have included a glossary of terms used in the tax credit program, and a quiz to
take after reading each chapter to check your knowledge of the tax credit program.

The tax credit program is a complicated program with layers of requirements every owner must
meet. You will need advice from other sources to ensure you meet all the requirements associated

with your tax credit property. In addition, regulations may change. It is the responsibility of
owners, project sponsors and users of this manual to keep informed of changes.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
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Acronyms

AMI — Area Median Income

AOC - Annual Owner’s Certification

AUR - Available Unit Rule

BIN — Building Identification Number

COLA - Cost of Living Adjustment

C of O — Certificate of Occupancy

DHCR — New York State Department of Housing and Community Renewal

DHS — New York State Department of Human Services

Enterprise — Enterprise Community Investment, Inc.

EUP — Extended Use Period

HAP — Housing Assistance Payment

The Handbook — HUD Handbook 4350.3, Rev. 1

HCV — Housing Choice Voucher Program

HDC — New York City Housing Development Corporation

HQS — Housing Qualify Standards

HFA — New York State Housing Finance Agency

HPD — New York City Department of Housing Preservation and Development

HUD — United States Department of Housing and Urban Development

IRS — United States Internal Revenue Service

LDA — Land Disposition Agreement

LISC — Local Initiatives Support Corporation

LURA — Land Use Regulatory Agreement or Land Use Restrictive Agreement

NEF — National Equity Fund

NYC — New York City

NY — State of New York

NYEF — New York Equity Fund

PA — Public Assistance (welfare)

PIS Date — Placed in Service Date

SSA - Social Security Administration

SSI — Social Security Disability Income

TANF — Temporary Assistance for Needy Families (welfare)

TCO — Temporary Certificate of Occupancy

TIC — Tenant Income Certification

HUD — 50058 — Family Report (used in the Housing Choice Voucher program)

HUD — 50059 — Owner’s Certification of Compliance with HUD’s Tenant Eligibility and Rent Procedures
(used in the project-based Section 8 program)

IRS — 8609 — Low Income Housing Credit Allocation and Certification

IRS — 8823 — Low Income Housing Credit Agencies Report of Noncompliance or Building Disposition
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Chapter Two

Introduction to the Tax Credit Program
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Chapter Two: Introduction to the Tax Credit Program
_Or_
How the Tax Credit Program Works in NYC

2-1. Topics Covered in this Chapter

In this chapter, you will:

A.

B.

G.

H.

Read a description of the tax credit program;
Learn about placing your tax credits in service;
Learn about an owner’s record keeping requirements;

Learn how HPD monitors for compliance;

Read about the consequences of noncompliance in relation to the HPD monitoring process;

Learn the financial consequences of noncompliance for the developer, investors and
management company of a tax credit property;

Learn the importance of assembling a compliance binder; and

Learn the importance of training in the tax credit program.

2-2. Key Terms to Learn from Reading this Chapter

You will learn about the following terms while reading this chapter:

Building Identification Number (BIN)
Certificate of Occupancy (C of O)
Compliance Binder

Developer

Investors

Management

Noncompliance

Placed in Service Date (PIS Date)
Qualified Allocation Plan (QAP)
Syndicator

Tenant Income Certification (TIC)
Form IRS-8609 (8609)

Form IRS-8823 (8823)
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2-3.

Description of the Tax Credit Program as Administered by HPD

Tax Credits are awarded by HPD to qualified low-income housing projects in New York City. To be
eligible, projects must be substantially rehabilitated or new construction with at least 20% of the
apartments reserved for low-income households. During annual funding rounds, developers apply
competitively to HPD for allocations of tax credits, which are awarded based on selection criteria
specified in the City's Qualified Allocation Plan (QAP). Once tax credits are allocated to a project,
the developer typically sells the credits to corporate investors who supply private equity to cover a
portion of development costs. The investors often participate through pooled equity funds raised by
syndicators such as the New York Equity Fund, Enterprise Community Investment, Inc. and others.
The investors receive credits that reduce their corporate federal income tax bills for ten years.

A. At the end of the development process, the developer places each building in service,
activating the tax credits.

B. Management leases the projected low income units to qualified, tax credit residents.

C. When requested to by the owner, HPD assigns each building a building identification
number (BIN). At some properties, HPD assigns the BIN numbers in the Allocation
Agreement.

D. The owner submits to HPD an application for Form IRS-8609, Low Income Housing Credit
Allocation and Certification for each building. HPD completes part 1 of the form and sends
the form to the owner. The owner completes part 2 prior to submitting it with the tax return
for the first year of the credit period. You will find a sample 8609 form as Exhibit 2-A at the
end of this chapter.

E. Management operates the property in compliance with all program requirements through the
compliance and extended use periods

F. The owner, or management acting on behalf of the owner, submits the annual owner’s
certification of compliance.

G. HPD organizes its monitoring activities for a property by BIN.

H. In Exhibit 2-B at the end of this chapter, you will find a calendar for the HPD compliance
monitoring cycle.

2-4. Placing the Credits in Service — Activating the Credits
At the end of the development process, the developer tells HPD when they are placing the credits
in service. This is the placed in service (PIS) date.
A. The tax credits for a unit cannot be placed in service until it is a viable housing opportunity.
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1. The earliest possible PIS date for a building that received tax credits for new
construction is the date on the certificate of occupancy (C of O) or temporary
certificate of occupancy (TCO).

2. The earliest possible PIS date for an allocation of acquisition credits is the date of
acquisition.
3. Consult your development team on the PIS date for your rehabilitation credits.
B. Generally a developer places the tax credits in service by building, so each building has its

own PIS date.

1. A unit must be in service a full calendar month before it can begin to generate a tax
credit.
2. If a unit is in service a full calendar month, it can begin to generate a tax credit if

occupied by the end of the month by a qualified resident.

Example

10 unit building
Placed in service on 10/17/07
Owner leases 10 units by 10/31/07
All units begin to generate a tax credit November 2007

Example

10 unit building
Placed in service on 10/1/07
Owner leases 10 Units by 10/31/07
All units begin to generate a tax credit October 2007

C. HPD begins monitoring a building for compliance with the tax credit program as of its PIS
date. As a result, an owner’s record keeping responsibilities begin on the PIS date.

D. There are properties with more than one credit allocation. That is, a group of buildings looks

like one property and is managed as one property but received separate credit allocations
from HPD in different years for a variety of reasons. If you manage a property with more
than one credit allocation, you must know the answers to the following questions:
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1. When did your property receive each credit allocation and what buildings were
covered by each allocation?

2. What is the PIS date for each building for each credit allocation?
3. What year was the first year of the credit period for each building for each credit
allocation?

2-5. Owner’s Record Keeping Requirements

You are responsible for maintaining the records that are necessary for HPD to complete their
compliance monitoring activities. You must make the records available at your management office
or another location in a manner that will expedite review by HPD representatives.

A. You must maintain the following records for your tax credit units:

1. Signed tenant income certifications (TICs); (Chapter Six)

2. Third party verifications and other documentation supporting income and other
information on the TICs;

3. Documentation showing you charge no more than the maximum allowable rent for
the tax credit program;

4. Documentation showing you use the correct utility allowance for your tax credit units;
(Chapter Eight) and

5. Documentation of your compliance with the Available Unit Rule, Vacant Unit Rule and
Transfer Rule.

B. You must be able to document the month and the year you first rent each unit to a qualified
resident. (Chapter Seven)

C. You must keep the records for each building:
1. For the first year of the credit period, for twenty-one (21) years;
2. For years two (2) through fifteen (15) of the compliance period, for six (6) years; and
3. For each year of the Extended Use Period, for six (6) years.

D. Follow these practices to ensure you have the records available for HPD reviews or a

potential IRS audit:
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Maintain multiple copies of the necessary records;

Maintain copies of the necessary records in more than one location in case of fire,
flood, etc;

Follow IRS guidance on the electronic storage of records found in IRS Revenue
Procedure 97-22.

2-6. Compliance Monitoring Tax Credit Properties by HPD, as of Release of this Manual

To successfully maintain compliance at your property, you must understand how HPD monitors a
property and your responsibilities within the compliance monitoring process.

A. HPD follows these steps in monitoring a tax credit property.

1.

HPD sends notification to the owner and the management company of the property
for which they have scheduled a site visit.

2. By regulation, HPD must schedule the first site visit no later than the year after they
issue the last Form 8609 for a tax credit property.

3. After completing the initial site visit, HPD schedules site visits at least every three (3)
years, but may elect to visit a property more frequently.

4, The HPD Housing Quality Standards (HQS) Unit schedules and performs the
physical inspections for tax credit properties.

5. At each site visit and physical inspection, HPD reviews at least 20% of the resident
files, inspects 20% of the units and all the common areas. HPD reserves the right to
review more files and to inspect more units (up to 100%).

6. HPD may conduct desk audits (files brought to HPD for in-house review) for
properties with 15 or fewer files to review. HPD schedules these appointments with
the owner’s representative.

7. When conducting a file review, HPD reviews the initial certification of eligibility, the
most recent recertification, the rent the owner charges and the utility allowance used
to calculate the rent and any other relevant document.

8. HPD requires evidence of the owner’s compliance with the Available Unit Rule,
Vacant Unit Rule and Transfer Rule, discussed in Chapters Ten and Eleven of this
manual.

B. Take the following steps to prepare for an HPD site visit.
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1. Ensure the following information is readily available to the HPD representative(s)
conducting the review:

a. TICs for initial certifications and recertifications (for the current year and the
previous year);

b. Documentation supporting the TICs including third party verifications, social
security award letters, public assistance (PA) benefit statements, bank
statements, zero-income statements, student status, etc... as applicable for
every tax credit resident;

C. Documentation that you charge no more than the maximum allowable tax
credit rent;

d. Documentation that you use the correct utility allowance.

e. Documentation that you comply with the Available Unit Rule, Vacant Unit

Rule and Transfer Rule.

2. Ensure the information HPD needs to see is available in an easy-to-read format or
HPD may halt the review and issue a notice of noncompliance for failure to cooperate
with the monitoring process.

3. Exhibit 2-C at the end of this chapter provides instruction on how to organize your
resident files.

C. You must submit the owner’s annual certification of compliance in the form and manner
required by HPD. HPD mails the required forms to the owner and manager of record on or
before January 31%. For HPD to consider a certification of compliance to be on-time and
complete, you must do the following:

1. Submit the owner’s certification of compliance to HPD postmarked no later than
March 1% of each calendar year.

2. Ensure the owner has signed the certification of compliance.

3. Submit a certified rent roll designating the tax credit units for each building at your
property using the HPD required format on or before March 1% of each calendar year.

4. Ensure the certification of compliance includes accurate square footage
measurements for the currently designated tax credit units for each building at your
property.
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2-7

5. Pay the annual compliance monitoring fee of $25 (as of release of this manual) for
each tax credit unit designated on your certified rent roll postmarked no later than
March 1% of each calendar year.

6. If your property has HOME funds, submit the owner’s annual certification of
compliance for the HOME program postmarked no later than March 1% of each
calendar year.

7. Update the contact information for the owner and the management company so HPD
sends correspondence to the correct address. Please include the name and contact
information for your syndicator if they want to be copied by HPD on correspondence
for your property.

In the future, HPD will issue an electronic version of the owner’s certification of compliance.
Owners will be strongly encouraged to submit the annual certification and certified rent roll
electronically. Whether submitted electronically or by paper, owners must submit the
documentts by March 1% and pay their compliance monitoring fees postmarked no later than
March 1%,

Consequences of Noncompliance — HPD

In accordance with IRS requirements, HPD takes the following actions when they find an incidence
of noncompliance at your tax credit property:

A.

HPD sends a letter explaining the areas in which they found noncompliance and what you
must do to correct it. The letter states:

1. Who you should contact at HPD to correct the noncompliance;
2. How you should contact your HPD representative;
3. The evidence you must provide HPD to correct the noncompliance; and

4. The deadline by which you must provide HPD the evidence you corrected the
noncompliance.

HPD completes the Form IRS-8823, Low Income Housing Credit Agencies Report of
Noncompliance or Building Disposition. You will find a sample of the 8823 form at the end
of this chapter as Exhibit 2D.

If the non-compliance has been corrected, HPD sends the Form 8823 to the IRS after noting
on the form you corrected the noncompliance during the correction period.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 24

any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




2-8.

2-9.

D. HPD sends the 8823(s) to the addresses listed for the owner and/or the management
company in the most recent owner’s certification of compliance; and may send a copy to the
syndicator.

E. HPD completes an 8823 for each building at your property in which they find
noncompliance. HPD marks under Question 11 in what area they find you to be out of
compliance

F. At the end of this chapter you will find Exhibit 2-E, Best Practices for Correcting
Noncompliance

G. At the end of this chapter you will find Exhibit 2-F, Contact Information for the HPD
Compliance Monitoring Unit

Consequences of Noncompliance for the Investors, Developer and Management
Company

Under paragraph 2-7, you read a description of your responsibilities in the compliance monitoring
process, but correcting noncompliance is more than an exercise in paperwork. Based on the
contractual agreements between the developer, the investors and the management company, an
incidence of noncompliance can have a negative financial impact on all parties involved in the
operation of a tax credit property.

A. For each year a unit is out of compliance, the investors could lose tax credits.

B. When the developer fails to deliver the tax credits promised to the investors there are
usually negative financial consequences for the developer as well. For example, the
investors may put less money into your property and the developer must make up the
difference in the development budget.

C. If the credits were lost due to management error, the developer may require the
management company to compensate the developer for the lost investment.

Assembling a Compliance Binder

The tax credit program is a complicated program with layers of requirements. HPD will monitor
your compliance with all regulatory agreements for your property as they relate to the tax credit
program. Assemble the following documents in a compliance binder:

A. Form IRS-8609 for each building after HPD has completed part 1 of the form and the owner
has completed part 2;

B. Application submitted by the owner to HPD for Form IRS-8609;

C. Regulatory agreement governing the tax credit allocation;
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J.

K.

Land use regulatory agreement (LURA) including the extended use commitments for your
property;

Land disposition agreement (LDA) for your property;
Regulatory agreements for any additional funding sources;
C of O for each building if applicable to the PIS date;

Any temporary C of O (TCO) for each building if applicable to the PIS date for your tax
credits;

Current tax credit income limits;

Current maximum allowable tax credit rents; and

Documentation of utilities paid by the owner and the residents.

Although it is a lengthy document, you may want to include a copy of this manual in your
compliance binder. You may consider printing certain chapters for easy reference; e.g., Chapter
Six: Calculating Annual Income and Chapter Seven: Completing the Initial Certification.

2-10. Importance of Training in the Tax Credit Program

You must not depend solely on reading this manual for your training in the tax credit program.
HPD expects all owners and managers who want to be active in the program to complete formal
training. Here is a list of organizations offering training in the compliance requirements of the tax
credit program. Note: HPD does not endorse any of these organizations or training programs and
there may be others in addition to those listed below.

A.

Quadel Consulting Corporation
(202)789-2500
www.quadel.com

Housing Credit College
(800)644-0390
www.housingcreditcollege.com

National Center for Housing Management
(703)516-4070
www.nchm.org
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D. Spectrum Seminars
(207)767-8000
WWW.Spectrumseminars.com

E. Theo Pro Compliance and Consulting, Inc.
(877)783-1133
www.icomply42.com

2-11. Do This!

A. Have a process for getting all the regulatory agreements, the tax credit application, copies of
completed 8609 form(s) from the development team and into your compliance binder.

B. Read all the applicable regulatory agreements for your tax credit property.

C. Establish a system for organizing the records for your tax credit property before the credits
are placed in service and you begin to lease your tax credit units.

D. Understand the goals and deadlines for placing the credits in service and leasing the tax
credit units for each building at your tax credit property.

E. Respond to every notice of noncompliance by the deadline established by HPD.

F. Utilize the HPD-suggested method for organizing your resident files.

G. Recertify your tenants annually.

H. Inspect your units at least annually, finding and fixing small problems before they become

big problems and threaten the health and safety of your residents.

2-12. Don’t Do This!

A. Fail to ask questions about any of the compliance requirements for your tax credit property
you don’t understand.

B. Fail to maintain organized resident files from the beginning of the compliance period at your
tax credit property.

C. Let your files become disorganized.

D. Fail to annually recertify your tenants by the anniversary date of their initial certification.

E. Allow the physical condition of your tax credit units to deteriorate to the point they jeopardize
your owner’s tax credits.
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F. Ignore a notice of noncompliance you receive from HPD.

G. Forget to pay your annual compliance monitoring fees. Your annual compliance submission
will not be complete with out the fee.
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Exhibit 2-A
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Exhibit 2-B
CALENDAR TO PREPARE FOR HPD COMPLIANCE MONITORING

MONTH Suggested Action
January e Prepare and submit rent roll as of December 31 of
previous year
February e Respond to and correct 8823s (if any)
March e Submit annual owner certification, rent roll and
compliance monitoring fee by March 1st deadline
April e Review physical condition of apartments and correct

problems in anticipation of potential HQS inspections

¢ Review tenant files, correct problems and obtain missing
information in anticipation of tenant file audits

May e Review physical condition of apartments and correct
problems in anticipation of potential HQS inspections

¢ Review tenant files, correct problems and obtain missing
information in anticipation of tenant file audits

e Respond to 8823s for Owner Certification issues (if any)

June e LIHTC file reviews and HQS inspections generally started
at this time.
e Respond to 8823s for Owner Certification issues (if any)
July ¢ Respond to and correct 8823s (if any)
August e Respond to and correct 8823s (if any)

September e Respond to and correct 8823s (if any)

October e Respond to and correct 8823s (if any)

November e Call HPD to confirm results of HQS inspections and
LIHTC site visits (212-863-6446)

¢ Respond to and correct 8823s (if any)

e LIHTC file reviews and inspections generally end at this
time.

December e Prepare rent roll as of December 31

e Respond to and correct 8823s (if any)

HQS (Housing Quality Standards) — Inspection of apartments for physical suitability such as broken
floor tiles, cracked windows, peeling paint, etc.
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Exhibit 2-C
Suggested Resident File Format

¢ Do not use a simple, manila folder for a resident file.
e Use a multi-part file with 4-6 sections in which you can organize information.

e Attach the initial TIC, supporting documentation and initial lease to the inside of the front cover
of the file.

e Select another section in which you organize the resident’s recertifications.
e Organize the recertifications by year, placing the most recent recertification on top.
e Use a colored sheet of paper to separate the recertifications by year.

e Organize each recertification with the TIC on top and the supporting documentation, (third party
verifications, pay stubs, bank statements, benefit award letters, etc.) behind the TIC.

e Keep the 3 most-recent recertifications in the resident file and store older recertifications in
accessible storage.

e Never remove a resident’s initial TIC, lease and supporting documentation from the file.

e When a resident transfers to another unit, include their initial TIC and supporting documentation
in their new file.

e Use the remaining sections of the file to organize information by topic including:

Legal activity;

Maintenance activity;

General correspondence; and
Physical inspections

O 00O

e Never use white-out

e Ensure that all documents are signed and dated as needed.
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Exhibit 2-D
Form IRS-8823
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Exhibit 2-E
Best Practices for Correcting Noncompliance

e Establish an effective quality control system. HPD does not report an incidence of
noncompliance you correct before receiving notice of the monitoring review.

e Show your work when completing income calculations.

¢ NEVER use White-Out to correct information on a TIC. Put a line through the incorrect
information on the TIC and ask the resident to initial the change.

e Require all adult household members to sign the relevant forms or document why you were
unable to do so.

e Provide HPD clear, legible copies of pay stubs, bank statements, etc...

¢ Require all residents receiving subsidy through the housing choice voucher or housing support
plus programs to sign the TIC.

¢ |If you fail to complete a TIC prior to a household taking occupancy, to avoid a period of
noncompliance, complete a retroactive TIC using the resident’s income and income limit in
effect on their move-in date. However, you should never back date forms.

¢ If you fail to complete a resident’s recertification on time, to avoid a period of noncompliance,
complete a retroactive recertification using the resident’s income and income limit in effect on
the anniversary of their move-in date. However, you should never back date forms.

e ALWAYS REPORT THE TRUTH. If you complete a retroactive income certification, do not ask
the resident to back-date their signature.

e When correcting noncompliance following an HPD monitoring review, provide all the information
requested for every resident file referenced in the notification of noncompliance.

e NEVER alter or use White-Out at all on an employment verification form, benefit award
statement, bank statements, notarized affidavit, etc.

e Use the HPD-required verification forms to document the information supporting a tenant
income certification.

¢ Make legible notes to a file, explaining relevant information not obvious to an HPD
representative.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

33



Exhibit 2-F
Contact Information for
HPD Tax Credits and Compliance Unit

All correspondence should be addressed to the appropriate individual and sent to the following address:

Tax Credits and Compliance Unit

NYC Dept. of Housing Preservation & Development
100 Gold Street, 9" floor
New York, NY 10038

nyc.gov/hpd

/ Christopher Allred \

Director, Tax Credits & Compliance

212/863-6583

\_ /

I 1
/ Robert King \ / Nayana Saraiya \

Tax Credit Monitoring HOME Monitoring Coordinator
Coordinator

212/863-6133
212/863-6160

N RN /
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Part Two

How Many Tax Credit Units do | Need at My Property?
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Chapter Three

The Minimum Set Aside
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Chapter Three: The Minimum Set Aside
_Or_
The Minimum Number of Tax Credit Units
You Need at Your Property, but It’s Just the Beginning

3-1. Topics Covered in this Chapter

In this chapter, you will read about:

A.

B.

The minimum set aside your owner committed to when receiving a credit allocation;

The credit period, or the period of time the investors in your property plan to take a tax credit
on their federal income tax return;

The compliance period, or the period of time you must comply with all tax credit
requirements;

The extended use period, or the period of time following the compliance period you must
continue to comply with the requirements for your property;

The consequences of not meeting and maintaining the minimum set aside at your property;
and

Your owner’s need to rent more units than required by the minimum set aside to meet the
obligation entered into in exchange for credits.

3-2. Key Terms to Learn from Reading this Chapter

e Compliance Period

¢ Credit Period

¢ Extended Use Period (EUP)

e Minimum Set Aside

e Placed in Service Date (PIS Date)

e Land Use Regulatory Agreement (LURA)

3-3. Minimum Set Aside

An owner must comply with their minimum set aside to be part of the tax credit program.

A.

In New York City, you may commit to one of the following minimum set asides:
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Minimum
Set Aside

% of Units
Required

Qualifying
Income Limit

Notes

20% @ 50%

20% of the units at
the property

50% of AMI

50% of AMI referred to as very low
income

25% @ 60%

25% of the units at
the property

60% of AMI

60% of AMI referred to as low income

Deep Rent
Skew

15% of the tax
credit units

40% of AMI

Owner commits to one of the two
minimum set asides and to deep rent
skew

40% of AMI referred to as extremely
low income.

Sample Minimum Set Aside Calculations

60 unit property

20% @ 50% minimum set aside

12 units (60 units x 20%) must be rented to residents at 50% of AMI

25% @ 60% minimum set aside

15 units (60 units x 25%) must be rented to residents at 60% of AMI

25% @ 60% minimum set aside & deep rent skew

15 units (60 units x 25%) must be rented to residents at 60% of AMI

3 units (15 tax credit units x 15%) must be rented to residents at 40% of AMI

B. You must meet the minimum set aside at the property level. That is, you must rent the
percentage of units required by the first number in the minimum set aside at the property to
qualified households to participate in the tax credit program. In other words, in each “20% at

50%” property you must have at least 20% of the units rented to qualified households. In

each 25% at 60% property you must have at least 25% of the units rented to qualified
households.
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1. You need to know how “the property” is defined.

2. As discussed in Chapter 2, an owner receives a Form 8609 for each building from
HPD. Before submitting a Form 8609 to the IRS the owner notes on Line 8b if the
building represented by the form is part of a property that includes other buildings.

a. If a building is not part of a multi-building property, you must meet the
minimum set aside using the units in the building.

b. If a building is part of a multi-building property, you must meet the minimum
set aside using the units in the buildings that make up the property as defined
on line 8b the 8609 forms.

Minimum Set Aside Calculations at a Multi-Building Property

60 unit property consisting of four 15-unit buildings
20% @ 50% minimum set aside

If the project consists of four buildings as a property,
12 units (60 units x 20%) amongst the four buildings
must be rented to residents at 50% of AMI

If each building is a property,
3 units (15 units x 20%) in each building
must be rented to residents at 50% of AMI

C. There are properties with more than one credit allocation. That is, a group of buildings looks
like one property and is managed as one property but received separate credit allocations in
different years for a variety of reasons. If you are not sure you should ask your development
team for assistance. If you manage a property with more than one credit allocation, you
must know the answers to the following questions:

1. When did your property receive each credit allocation and what buildings were
covered by each allocation?

2. What is the PIS date for each building for each credit allocation?
3. Which minimum set aside did the owner commit to for each credit allocation?

4. What buildings did the owner group together as a property (on line 8b of their 8609
forms) for each credit allocation?
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D. An owner may commit to meeting more than one minimum set aside. For example, they
may commit to meeting both the 20% @ 50% and the 25% @ 60% set asides If you have
more than one minimum set aside, you must know the answers to the following questions:

1. Which minimum set asides did the owner commit to? Ask your development team if
you are not sure.

2. What percentage of your units do you need to rent to households qualifying at various
income levels for your property to comply with all set asides required by HPD?

3. What buildings did your owner group together (on line 8b of their 8609 forms) as a
property?

Multiple Minimum Set Asides

4 buildings
20 units in each building

Owner defines buildings 1 & 2 as a property on 8609 forms and commits to 20% @ 50% set aside.
The owner must rent 8 units (40 units x 20%) to households at 50% of AMI in these two
buildings.

Owner defines buildings 3 & 4 as a property on 8609 forms and commits to 25% @ 60% set aside.
The owner must rent 10 units (40 units x 25% to households at 60% of AMI in these two
buildings.

E. The election of a minimum set aside for a tax credit property is irrevocable. For your
investors to take a tax credit on their income tax return, you must meet the requirements for
the minimum set aside(s) by the end of the first year of the credit period and comply with
your minimum set aside(s) throughout the compliance period. See Paragraph 3-7 for a
discussion of the consequences of not meeting and maintaining your property’s minimum
set aside. See Paragraph
4-5.C for a discussion of the impact on not renting all your tax credit units during the first
year of a building’s credit period.

3-4. The Credit Period

The credit period is the period of time the investors in your property plan on taking a tax credit on
their federal income tax return.

A. The credit period lasts for ten (10) years.
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B. Generally, an owner begins the credit period for each building the year they place its credits
in service. The first year of the credit period ends December 31° the year of the PIS date.

C. The owner may elect to begin the credit period the year following the PIS date. The first
year of the credit period ends December 31% the year following the PIS date.

D. If an owner places two buildings in service in the same year, they may choose to begin the
credit period for the buildings in two different years.

E. You must know in what year the owner plans to begin the credit period for each building in a
multi-building property.

Beginning the Credit Period

Four building property
Owner places all four buildings in service 10/1/2007

Owner begins the credit period in 2007 for buildings 1 and 2.

Owner begins the credit period in 2008 for buildings 3 and 4.

3-5. The Compliance Period

The compliance period is the period of time you must comply with all program requirements for
your investors to benefit from the maximum possible tax credit.

A. The first year of the compliance period for a building is the first year of its credit period.

B. The compliance period lasts for 15 years. (Don't forget to read Paragraph 3-6 on the
extended use period.)

C. You must comply with all requirements established by the IRS for the 15-year compliance
period.
This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 41

any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




Beginning the Compliance Period

Four building property
Owner places all four buildings in service 10/1/2007

Owner begins the credit and compliance periods
in 2007 for buildings 1 and 2.

Owner begins the credit and compliance periods
in 2008 for buildings 3 and 4.

3-6. The Extended use Period

The extended use period (EUP) is the period of time following the 15-year compliance period you

must continue to comply with the requirements for your property.

A. The EUP begins January 1% following the end of the 15-year compliance period.

B. The EUP lasts a minimum of 15 years.

C. Read the Land Use Reg. Agreement (LURA) your owner signed to determine the length of
the EUP for your property. Your owner may have committed to an EUP as long as 99 years.

D. You must meet all the requirements of this Compliance Manual (as established by HPD)
unless HPD approves different compliance requirements for the EUP for your property in a
separate document.

E. Read your Regulatory Agreement to know the requirements for the EUP for your property.

3-7. Consequences of Not Meeting and Maintaining the Minimum Set Aside

The owner must meet the requirements of the minimum set aside by the end of the first year of the

credit period and maintain compliance through the compliance and extended use periods.

A. If an owner elects to begin the credit period the year they place the credits in service but
fails to meet the minimum set aside during that year, they can begin the credit period the
following year. However, the credits will be less valuable to the investors because they
must delay taking their tax credits.
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Year 1 of the Credit Period

PIS date is 7/1/07
Owner begins the credit period in 2007 and
takes their first tax credit on their 2007 tax return.

If the owner delays starting the credit period until 2008,
they cannot take their first tax credit until filing their 2008 tax return.

B. If the owner elects to begin the credit period the year following the PIS date but fails to meet
the minimum set aside that year, they lose the tax credits for the building.

C. If the owner meets the minimum set aside during the first year of the credit period, but fails
to maintain it for the 15-year compliance period, they may take no tax credits during the
period of noncompliance.

D. If the owner fails to maintain the minimum set aside during the EUP, HPD may take the
following actions, among others:

1. Refuse to allocate tax credits for any property the owner wants to develop in the
future.

2. Award negative points for applications the owner submits requesting future credit
allocations.

3, Refuse to execute an owner’s request for a recertification waiver (for 100% tax credit

projects, see Chapter Ten) for other tax credit properties.

4. Refuse to allocate funding from other sources (HOME, CDBG, etc.) requested by the
owner.

5. File suit against the owner for failing to meet their contractual obligations.

3-8. You Need More Tax Credit Units than Required by Your Minimum Set Aside

Your investors cannot take a tax credit if you do not meet and maintain your minimum set aside.
However, they want more than just the minimum tax credit. They want to earn the maximum
possible tax credit. Read Chapter Four to learn how many units at your property you must rent to
qualified residents for your owners to meet their obligation and get the most from their tax credits.
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3-9. Do This!

Read all the regulatory agreements for your property.
Know the first year of the credit period for every building.
Know the units you need to rent to qualified residents to meet your minimum set aside(s).

Target your initial leasing activity to rent the correct number of low income units in each
building during the first year of its credit period.

Remember that you may have occupancy requirements for the other funding sources at
your property. (e.g., HOME, CDBG).

Remember you may need to rent a percentage of your units to homeless persons or to
residents of specific neighborhoods. You may need to offer special consideration to former
residents who moved out of your building during its rehabilitation.

3-10. Don’'t Do This!

A. Throw out your records at the end of the 10-year credit period.

B. Throw out your records at the end of the 15-year compliance period.

C. Think it's unnecessary to comply with all program requirements after the 10-year credit
period.

D. Think it's unnecessary to comply with all program requirements after the 15-year compliance
period.

E. Throw out your regulatory agreements.
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Chapter Four

Maximizing Your Low Income Occupancy
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Chapter Four: Maximizing Your Low Income Occupancy
_Or_
The Number of Tax Credit Units Your
Owner Expects and
Where Your Tax Credit Units Should be Located
on Your Property

4-1. Topics Covered in this Chapter
In this chapter, you will learn:

A. That the credit allocation most owners receive allows them to earn a tax credit from more
units than required by the minimum set aside you read about in Chapter 3;

B. That you must know the number of tax credit units allocated your property, and each
building at your property;

C. How to calculate the applicable fraction for a tax credit building;
D. The advantage of managing a 100% tax credit property;
E. How to successfully manage a mixed income property; and

F. About 80/20 properties.
4-2. Key Terms to Learn from Reading this Chapter

Applicable fraction

Credit allocation

Deep rent skew

Floor space applicable fraction
Mixed income property

Unit applicable fraction

100% tax credit property
80/20 property
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4-3. The Credit Allocation — HPD Awards Most Owners More Tax Credit Units than

4-4.

Required by the Minimum Set Aside

HPD awards a credit allocation covering a specific number of units at each property. HPD
determines (based on availability of credits, project costs, sources and uses, and other factors)
how many units can generate a tax credit so long as those units are occupied by qualified
residents.

A. An owner can earn a tax credit only from the number of units allocated by HPD, and only if
those units are occupied by qualified residents.

B. For most properties, HPD allocates more tax credit units than required by the minimum set
aside.
C. For your owner to benefit from the maximum possible tax credit, rent the number of units

covered by the credit allocation to qualified residents.

D. Your owner expects you to manage your property so they benefit from the maximum
possible tax credit

E. HPD monitors your property expecting you to rent the number of tax credit units they
allocated to qualified residents.

You Must Know How Many Tax Credit Units HPD Allocated each Building at Your
Property

A. Generally, HPD allocates tax credits by building. HPD determines (as reflected in the
LURA) how many units in a building can generate a tax credit if they are occupied by
qualified residents.

B. You must know how many tax credit units HPD allocated each building at your property.

C. For your owner to earn the maximum possible tax credit, rent the number of units HPD
allocated each building to qualified residents.
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Sample Tax Credit Property

2 building property
Each building has 10 units

Credit allocation covers 6 units in building one
and 7 units in building two.

Owner can earn the maximum tax credit only if there are
at least 6 units in building one and 7 units in
building two occupied by qualified residents.

4-5. The Applicable Fraction: Measuring How Much of a Building is Occupied by Tax
Credit Qualified Residents

The applicable fraction is that percentage of a building’s physical space (as measured by units and

by square feet) covered by its credit allocation, and occupied by tax credit qualified residents.
A. The applicable fraction is always the lesser of:

1. The unit applicable fraction — The percentage of units in a building occupied by
qualified residents; or

2. The floor space applicable fraction — The percentage of floor space in a building
occupied by qualified residents.

B. To earn the maximum possible tax credit, your owner needs the applicable fraction for a

building to be at least equal to the percentage of units covered by its credit allocation by the

end of the first year of its credit period.

1. The unit applicable fraction must be at least equal to the percentage of units covered

by the credit allocation; and,

2. The floor space applicable fraction must be at least equal to the percentage of units

covered by the credit allocation.
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Sample Applicable Fraction Calculations

15 unit building with 13,100 square feet
Credit allocation covers 60% of the units

At end of year one, 9 units and 7,900 square feet
are rented to qualified residents

9/15 = 60% = unit applicable fraction
7,900/13,100 = 60.31% = floor space applicable fraction
1% year applicable fraction = 60%

The owner can earn the maximum tax credit because
the 1% year applicable fraction is at least equal to
the 60% credit allocation.

C. Any unit you don’t rent to a qualified resident by the end of the first year of the credit period
generates a tax credit equal to 2/3 the credit it would have generated if you had rented it in
year 1.

Impact of the Two-Thirds Rule
Building allocated 9 tax credit units.
Each unit will generate a $6,000 credit if rented during year 1.
9 units x $6,000 = $54,000 = projected annual tax credit
You rent 6 units during year 1 but don’t rent 3 units until year 2.

6 units x $ $6,000 = $36,000 = tax credit for year 1

(6 units x $6,000) + (3 units x $4,000) =
$36,000 + $12,000 = $48,000 = tax credit for year 2

4-6. Properties With More than One Credit Allocation

There are properties with more than one credit allocation. That is, a group of buildings looks like
one property and is managed as one property but received separate credit allocations in different
years for a variety of reasons. At a property with multiple credit allocations, you must know the
answers to the following questions:
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In what years did your property receive a credit allocation?
What buildings were allocated credits in what year(s)?

What is your owner’s goal for the applicable fraction for each building under each credit
allocation?

Sample Property with Two Credit Allocations

5 building property
Each building has 10 units

1% credit allocation in 2000 covers 60% of buildings 1-4

2" credit allocation in 2002 covers 30% of buildings 4 and 5

4-7. Be Grateful if You Manage a 100% Tax Credit Property

Take the following steps to generate the maximum tax credit at a 100% tax credit property.

A. Rent all the units in each building to qualified residents by the end of the first year of its
credit period.

B. Know if your owner committed to more than one minimum set aside; that is, do you need to
rent some units to residents at 60% of AMI, and other units to residents at 50% of AMI?

C. Always rent a vacant tax credit unit to a qualified resident.

D. Never rent a unit to a household that doesn’t qualify under the full- time student rule. (See
Chapter Five)

E. Relocate a resident who falls out of compliance with the full time student rule. (See Chapter
Five)

F. Never charge a resident more rent than the maximum allowed by the tax credit program.
(See Chapter Eight)

G. Make sure that you correctly document on every initial TIC that the resident qualifies for the
tax credit program at your property.

H. Complete your annual recertifications on time for all your residents unless you receive a
recertification waiver. (See Chapter Ten)
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4-8. Compliance Requirements in a Mixed Income Property

It is more complicated to manage a mixed income property. You must know how many units and
what combination of units in each building you must rent to qualified residents for your owner to
benefit from the maximum possible tax credit.

A.

Before leasing a mixed income property, map each building by designating which units you
will rent to qualified residents.

For acquisition/rehab buildings, map in which units in each building you need the existing
residents to qualify for the tax credit program.

Map each building so that both the unit and the floor space applicable fractions are at least
eqgual to the percentage of units covered by its credit allocation.

Sample Mixed Income Building
15 units
13,100 square feet
Credit allocation covers 60% of the units
15 x 60% = 9 tax credit units
13,100 x 60% = 7,860 tax credit square feet

Rent 9 units, comprised of at least 7,860 square feet,
to qualified residents.

Know if your regulatory agreement designates the tax credit units for the first year of a
building’s credit period.

Within a mixed income property, you may have both 100% tax credit and mixed income
buildings. (You may apply for a recertification waiver for your 100% tax credit buildings after
an inspection has been performed and no non-compliance has been discovered.)

In Exhibit 4-A at the end of this chapter you will find the certified rent roll/compliance map
HPD strongly recommends you use to map each building at your property. If you submit a
rent roll other than the one strongly recommended by HPD, it MUST contain ALL the same
information included in the HPD rent roll.
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4-9. 80/20 Properties in NYC

At an 80/20 property:

A. The owner commits to the 20% @ 50% minimum set aside and to deep rent skew.

B. HPD awards an allocation covering 20% of the units.

C. The number of tax credit units required by the minimum set aside is equal to the number of
units covered by the credit allocation.

D. You must rent 85% of the tax credit units to households qualifying at 50% of AMI.

E. Because the owner commits to deep rent skew, you must rent 15% of the tax credit units to
households qualifying at 40% of AMI.

F. Because the owner commits to deep rent skew, the tax credit units are fixed, unlike most
mixed income buildings where the tax credit units float. (See Chapter 10 for a discussion of
the Available Unit Rule.)

Sample 80/20 Property

100 Units
20% @ 50% Minimum Set Aside
Deep Rent Skew
Credit Allocation for 20% of the Units
100 units x 20% = 20 Units
Minimum & Maximum Number of Tax Credit Units is 20

20 Units x 15% = 3 units
3 Units must be rented to Residents at 40% of AMI
17 Units must be rented to Residents at 50% of AMI

4-10. Do This!

A. Read the regulatory agreement(s) for the property so you know how many tax credit units
were allocated within each building.

B. Map each of your buildings by designating which units you must rent to qualified residents to
generate the maximum tax credit.
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Use the recommended compliance map in Exhibit 4-A to map each building at your
property.

Use the recommended compliance map in Exhibit 4-A to track your compliance with the
owner’s applicable fraction for each building.

If you manage a 100% tax credit property, or have 100% tax credit buildings within a mixed
income property, read Chapter 10 and learn how to apply for a recertification waiver.

4-11. Don’t Do This!

A.

Lease to anyone until you know which units in each building must be rented to qualified
LIHTC residents to generate the maximum tax credit.

Do not sign leases and move tenants in unless you have established they are qualified.

Think your owner will be satisfied if you rent just enough units to qualified residents to
comply with the minimum set aside, unless you manage an 80/20 property.

Fail to rent the maximum number of units possible in a building to qualified residents.

Forget that the applicable fraction is always the lesser of the unit applicable fraction or the
floor space applicable fraction you calculate for a building.

Forget your owner has an obligation to rent the number of units HPD allocated each building
to qualified residents and will only receive the maximum credits they are expecting when
that is true.
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Exhibit 4-A
Certified Rent Roll

COMPLIANCE YEA&R 2007
OWNER CERTIFICATION
FOR LOW-INCOME HOUZING TAX CREDITS

PART &

Certification Period: Januery 1, 3007 - December 31, 2007

I. PROJECT INFORMATION

Corer (LP.or LLE)

Projet ! Cluster Name

HPD Program [check one) ___NRF ___HNEFP ____ZRO _ b=ks __USCEnterprize  ____MEP
—_HoDAZ —_ CMIC3HHP — WucEldg AFP — Srmdhurst _ Home
Per=cn Pregaring Form Prone | |
Lizt below =ach building in project
Tear Creans & LHIC H. Other T. Waon- . Wkal E. Burdirg
Tax Credit Wers Qusiifed | Fesidenis Rerts Uit Applic. Fracion
Ewsilding Address Bldg. ID Ko. (3N} Firzk Claimed Unis® Rentl Units | SupesUnil (=B} [& 2 A+E)
%
%
%
%
%
%
%
%
%
%
%
Project Totals: %

* Nom Tax Credit qualfed supss units musk be induded in column C

Il. OWKER INFOEMATION . MAMAGING AGENT:
Cument Cwner. Mame:
Addres Addrers

Conlsct Person

Contsct Parzon:

Pheone:

Phome:

Tax ID Humber:

I¥. DWNERZHI? CHANGE:

Since the original allocation was made and fhe first A6 was ixsusd, has there been a change in cwmership of amy beilding

in thiz LIHTC projeci® YES NC Fyes, complets the following:

Previoes Gwner: Date of Sale:

Addres

Cornfect Person Pz i |

HCTE fzrred fo the zame cwner, complete the indormation above separately dor
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Part Three

How Do | Know Who Qualifies
to Live in My Tax Credit Units?
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Chapter Five

Household Eligibility Factors

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

56



Chapter Five: Household Eligibility Factors
_Or_

The Questions You Must Ask & Answer Before Approving a Household to

Occupy Your Tax Credit Unit

5-1. Topics Covered in this Chapter

In this chapter, you will learn:

A. There are two (2) factors that determine a household’s eligibility for the tax credit program:
The income limit established in the minimum set aside and the full time student rule;
B. How to use the income limit in the minimum set aside to qualify a household for your tax
credit unit;
C. How to count the number of people living in a household to select the applicable income
limit;
D. How to determine if a household complies with the full time student rule before allowing
them to occupy your tax credit unit;
E. About the Super Unit(s) at your property;
F. That you must qualify a household receiving any kind of rental subsidy for the tax credit
program before allowing them to occupy your tax credit unit;
G. About the importance of establishing the criteria, in writing, you use to screen applicants;
and
H. About the importance of complying with all fair housing laws.
5-2. Key Terms to Learn from Reading this Chapter
e Fair housing
e Full time student
e Household size
e Income limit
e Minimum set aside
e Housing choice voucher program (HCV)
e Housing support plus program (HSP)
e Project-based Section 8
e Screening
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5-3. The Two Eligibility Factors for the Tax Credit Program

There are two (2) eligibility factors for the tax credit program.

A. The Income Limit — A household’s gross annual income cannot be greater than the income

limit established in the minimum set aside.

1. You will learn how to determine the applicable income limit in this chapter.
2. You will learn how to calculate a household’s gross annual income in Chapter Six.
B. Full Time Student Rule — A household must qualify under the full time student rule. You will

learn about this rule later in this chapter.

5-4. The Income Limit

The income limit is established in the minimum set aside. An applicant is not eligible for a tax

credit unit if their gross annual income is one penny more than the income limit that applies to their

household size.

A. Use the very low income limit HUD issues for NYC to calculate the income limits for your

property. HUD calculates the very low income limit as 50% of the AMI for the NYC
metropolitan area.

Minimum Set Aside Calculate Income Limit

20% @ 50% Use HUD's very low income limit
as 50% of AMI

25% @ 60% Multiply HUD’s very low income limit
by 1.2 for 60% of AMI

Deep Rent Skew Multiply HUD’s very low income limit
by 0.8 for 40% of AMI
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Example
HUD'’s very low income limit for 4 persons is $38,250.
Income limit @ 50% of AMI for 4 persons is $38,250

Income limit @ 60% of AMI for 4 persons is $45,900
($38,250 x 1.2)

Income limit at 40% of AMI for 4 persons is $30,600 ($38,250 x .8.)
Note: These are sample income limits. Make sure to use

the correct income limits for NYC for the household size you
are trying to qualify for your tax credit unit.

B. Your owner may have committed to more than one set aside. That is, you may need to
qualify some residents at 60% of AMI, other residents at 50% of AMI and others at 40% of
AMI. To qualify a household, you must compare their gross annual income to the income
limit that applies to the unit they will occupy. Note: The owner may have committed to a
higher percentage of units and/or other income limits in their LURA. Please check your
regulatory agreement to be sure.

1. If a unit is part of the 25% @ 60% set aside, compare an applicant’s annual income
to 60% of the AMI.

2. If a unit is part of the 20% @ 50% set aside, compare an applicant’s annual income
to 50% of the AMI.

3. If a unit meets the owner’'s commitment to deep rent skew, compare an applicant’s
annual income to 40% of AMI.

Sample Property

100 Unit Properties
20% @ 50% minimum set aside
Owner commits to deep rent skew
100 units x 20% = 20 units in the minimum set aside
20 units X 15% = 3 units; owner must rent at 40% of AMI
Owner must rent 17 units at 50% of AMI

C. After HUD issues the very low income limits for the NYC metropolitan area for a new year,
HPD calculates the income limits for the tax credit program in NYC. As a courtesy, HPD
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posts the income limits at their web site at
http://www.nyc.gov/html/hpd/html/developers/low income.shtml

D. However, it is the owner’s responsibility to use the correct income limit to determine a
household eligible for their tax credit unit.

5-5. Household Size and the Income Limit

To qualify a household for a tax credit unit, you must compare their annual income to the income
limit for their household size. Follow the rules HUD sets for the project-based Section 8 program to
determine household size. Those rules are found in Chapter Three of the HUD Handbook. 4350.3,

Rev. 1.
A. When counting the number of household members to select their income limit, do not

include the following people even if they plan to live in the unit:

1. Foster child;

2. Foster adult;

3. Live-in aid (live-in care attendant); and

4. Children who will not be living in the unit at least 50% of the time.

Sample Household
Head of Household
Son
Foster Son
Mother of the Head of Household
Live-in Aid
Use the 3-person income limit to qualify this household because the foster son and live-in
aid are not included in the household size
when selecting their income limit.

B. Do include the following people when determining household size to select the income limit:

1. Children who will be living in the unit at least 50% of the time;

2. Children temporarily absent from the household due to placement in a foster home;

3. Children living away at school who will join the household during school recesses;
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4. Unborn children of pregnant women living in the unit;
5. Children in the process of being adopted; and

6. Temporarily absent family members who plan to join the household including
individuals temporarily confined to a medical facility.

Sample Household

Head of Household
Spouse — Pregnant
Son who lives in unit more than 50% of the time
Daughter who lives in unit less than 50% of the time
Grandmother temporarily in a nursing home

Include the spouse’s unborn child in the household size, but do not include the daughter
because she lives in the unit less than 50% of the time. Compare the household’s gross
annual income to the 5-person income limit to qualify them for a tax credit unit.

7. A household may elect to include an individual who is permanently confined to a
medical facility in their household under the following conditions:

a. The person in the medical facility may not be the head of the household or co-
head of the household;

b. Their income must be included in your calculation of the household’s annual
income; and
C. The household cooperates in providing all the information and signatures you

need to include the permanently confined person on the TIC.
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Sample Household

Head of Household
Spouse — Permanently confined to a nursing home

Head of household may elect to include the spouse in the household and qualify at the 2-
person income limit.

C. Establish the following policies for determining household size to select the income limit for
an applicant for a tax credit unit.

1. Include a head of the household, co-head of the household or spouse who is away on
active military duty.

2. Exclude adult children on active military duty.

D. Establish in your resident selection criteria policies governing the inclusion or exclusion
of household members with a criminal background.

1. If you run criminal background checks on your applicants, state in writing what you
would find in someone’s criminal background that would cause you to reject their
application.

2. Assuming an individual passes the standard you apply when researching a person’s
criminal background, establish how long a person can be projected to be in prison
and be included in the household size.

3. Use your standard for assessing someone’s criminal background when screening
new applicants and when a current resident wants to add a new household member.

5-6. Full-Time Student Rule

The second eligibility factor you must apply to determine an applicant eligible for a tax credit unit is
the full-time student rule. A household is not eligible unless they qualify under the full-time student

rule.

A. A full-time student is someone who attends (or plans to attend) school on a full time basis
for at least five (5) months out of the current calendar year. The 5 months need not be
consecutive for a person to be considered a full-time student.

1. Verify the status of a student as either full-time or part-time with the educational
institution they attend.
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a. If the school classifies the student as full-time, and they attend (or plan to
attend) school for at least 5 months out of the current calendar year, they are a
full-time student.

b. If the school classifies the student as full-time, and they attend (or plan to
attend) school for less than 5 months out of the current calendar year, they are
not a full-time student.

C. If the school classifies the student as part-time, they are not a full-time student.

You must use the HPD required form to document the status of household members
as full-time students.

A child in grades K-12 is considered to be a full-time student.

a. For a minor who attends grades K-12, you do not need to document their full-
time status with their school.

b. For a minor who claims not to be a full-time student, you must document they
do not attend school to not consider them a full-time student.

Because an unborn child of a woman living in the unit is counted as a household
member when you select their income limit, include an unborn child as a household
member when applying the full-time student rule.

B. A household comprised entirely of full-time students is not eligible for a tax credit unit unless
you document, in writing, they qualify in one of the following five (5) categories:

1.

Every person in the household is married and files a joint tax return, or is eligible to
file a joint tax return, with their spouse;

The household consists of a single parent with at least one child and the children are
not listed as dependents on another person’s federal income tax return except one of
the parents;

The student was previously under the care and placement of a foster care program,;

At least one household member receives TANF or PA; or,

At least one household member participates in a job training program funded through
the Workforce Investment Act.

C. At the end of this chapter you will find Exhibit 5-A. Exhibit 5-A is a series of households with
different compositions that either do or don’t qualify under the full-time student rule.
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S-7.

5-8.

Super Units

HPD may approve a unit (or in some cases, units) to be occupied by an employee of a tax credit
property. The unit can be occupied by a manager, maintenance person or security guard. The unit
is usually occupied by the property’s superintendent and referred to as the Super Unit.

A building’s eligible basis includes those costs which are eligible to generate a tax credit for the
owner. Although not included in a building’s applicable fraction, a Super Unit is included in its
eligible basis and your owner expects your Super Unit to generate a tax credit. Follow these rules
in the management of your Super Unit(s).

A. An employee who works full time at a tax credit property and lives in the Super Unit does not
need to qualify for the tax credit program. That is, you do not need to qualify their
household under the income limit or the full time student rule.

B. Your owner will not lose any tax credits if the super doesn’t qualify for the tax credit program
under the following conditions:

1. The super works full time at the property. HPD may review if the super is full time but
it is up to the owner to determine a full time schedule for each employee.

2. You do not have more units occupied by a super, or other employees working at the
property, than allowed by your HPD and/or your regulatory agreement.

3. If the owner has designated a specific unit as your Super Unit, you do not allow a
super to live in any other unit unless they qualify for the tax credit program.

4. You do not charge rent from an employee living in a Super Unit. If you charge the
employee rent, they must qualify for the tax credit program.

5. Generally, HPD does not designate which unit in a building is the Super Unit.
However, changing your Super Unit can impact the building’s applicable fraction. Ask
approval from your syndicator before switching your Super Unit.

Housing Choice Voucher and Work Advantage Program Participants

Through the housing choice voucher (HCV) program, HUD provides rental assistance for
households that meet the eligibility requirements for that program. You may know the HCV
program as the Section 8 voucher program or as simply, the voucher program. Through the
voucher program, a resident pays a portion of their income towards their rent and utilities and HUD
pays the remaining amount due.

NYC offers rental assistance through the Work Advantage program, which replaced the Housing
Stability Plus (HSP) program. The Work Advantage program is administered by the NYC
Department of Homeless Services. Through the Work Advantage program, NYC offers rental
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assistance and other support to low income households. The rules governing their eligibility for
your tax credit units are the same as for participants in the Work Advantage program.

Owners in the tax credit program may not discriminate against participants in the HCV or Work
Advantage programs. That is, owners may not use the fact that a household receives rental
subsidy through either program as a reason to reject them for a tax credit unit. Still, participants in
these programs are not automatically eligible for the tax credit program.

A. You must verify a household receiving rental subsidy qualifies under the tax credit full time
student rule. You should use the HPD required form to verify eligibility. (See Chapter 7.)

B You must verify a household receiving rental subsidy qualifies under the tax credit income
limit. You have two (2) options for how to income-qualify a household receiving rental
subsidy.

1. You may document the household is eligible with the entity administering their
subsidy.

a. In NYC, most vouchers are administered by either HPD or the New York City
Housing Authority (NYCHA). However, applicants may have vouchers issued
by other housing authorities.

b. You should use the HPD recommended form to verify a household’s eligibility
with the entity administering their voucher. (See Chapter 7)

2. If you are unable to verify a household’s eligibility with the HA administering their
voucher, you must verify their eligibility using the methods you follow for all other
applicants for your tax credit units. (See Chapter 7)

C. Participants in the HCV or Work Advantage programs must sign the HPD recommended TIC
before occupying a tax credit unit and at every recertification.

5-9. Households on Project Based Section 8 or Comparable Assistance

There are properties that receive an allocation of tax credits that also receive subsidy through a
project based assistance program. How an owner administers these project based programs is
governed by the HUD Handbook, 4350.3, Rev. 1.

A. Residents may receive rental subsidy through the project-based Section 8, Rent
Supplement, RAP, 202 PRAC or 811 PRAC programs.

B. Owners of properties may receive a mortgage subsidy through the Section 236 or 221 (d)(d)
BMIR mortgage insurance programs, Section 202 direct loan program, or the 202/811
capital advance programs.
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You must qualify an applicant for both the tax credit program and the applicable HUD
program before you allow them to occupy your unit.

HPD monitors your property only for compliance with the tax credit program as described in
this manual. For tax credit residents receiving project based assistance through HUD, you:

1. May use the HUD-50059 form the household signs as the tax credit TIC.

2. Must document you compared the household’s income to 140% of their current
income limit at a recertification (See Chapter 10) if you elect to use a household’s
HUD-50059 form as their tax credit TIC.

4. Must require all households to sign the HPD full time student form where there is any
doubt as to whether there are full time students in the unit.

This manual does not cover qualifying tenants for any program other than the tax credit
program. You should refer to the appropriate program rules and seek advice from the
agencies that administer the other programs at your property.

5-10. Owner Screening Policies

You must establish the rules, in writing, you follow when screening applicants for your tax credit
units. In your Resident Selection Plan you must establish:

A. Standards for screening applicants that do not violate federal, state or local fair housing law,
NYC landlord and tenant law or any other applicable laws or ordinances;

B. Practices that do not violate NY Rent Stabilization requirements if your property is rent
stabilized;

C. Practices that do not violate NY Rent Control if your property is rent controlled;

D. Occupancy standards saying how many people you will allow to live in each unit size
available at your property;

E. A policy that does not allow a tax credit resident to sublet their unit to another household;
and

F. Any other policies you follow when deciding to allow a household to occupy a tax credit unit.
You may decide to research and establish standards regarding an applicant’s:
1. Credit history to determine they are likely to pay their rent on time;
2. Landlord history to determine they are likely to comply with your lease and house

rules;
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3. Past criminal behavior to determine they are not likely to disturb the quality of life at
your property; and

4. Background as allowed by law.

You may choose to establish a minimum income policy requiring an applicant demonstrate
their income is sufficient to afford the rent. You may not apply your minimum income policy
to a household receiving subsidy through a program such as the HCV, Work Advantage or
successor programs.

Review the regulatory agreements for your property for any applicable HPD-established
marketing and leasing requirements.

5-11. Fair Housing and the Tax Credit Program

Tax credit units must be open for rental to the general public. Owners and managers must comply
with all federal, state and local fair housing laws. A violation of fair housing law is a violation of the

tax credit program and requires HPD to issue Form 8823 for noncompliance for submission to the
IRS. To help ensure compliance with all fair housing requirements:

A. Establish occupancy standards that are not more restrictive than allowed by NYC landlord
and tenant law;

B. Establish policies that do not discriminate against HCV or Work Advantage program
participants;

C. Establish screening policies and procedures that meet all federal, state and local
requirements;

D. Date and time stamp all applications as you receive them in your office to ensure proper
placement on your waiting list;

E. Maintain a waiting list documenting the receipt of all applications received for your tax credit
units;

F. Place all applications on your waiting list in chronological order of the date received in your
office;

G. Read Chapter 2 of the HUD Handbook 4350.3, Rev. 1, for a review of federal fair housing
requirements; and,

H. Participate in regular training on federal, state and local fair housing law.
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5-12. Marketing Plans

Do not apply any preferences in the selection of applicants from your waiting list that are
inconsistent with your HPD marketing plan (if applicable) unless approved, in writing, by HPD’s
marketing unit/program or other applicable regulatory agencies. (e.g., homeless persons,
community board district resident, etc.) Note: Some provisions of your marketing plan may be
limited to initial rent-up. Others may run for the length or the regulatory agreement. Always check
your regulatory agreement to be sure.

5-13. Do This!

A. Complete a thorough interview with all applicants to obtain all the information necessary to
determine their eligibility for your tax credit unit.

B. Protect your owner’s tax credits by ensuring applicants and residents completely fill-out all
forms required to process their initial certification and recertification.

C. Protect your owner’s tax credits by ensuring applicants and residents SIGN AND DATE all
forms required to process their initial certification and recertification.

D. Use the income limit in effect on the date you complete the initial certification of eligibility to

determine a household is eligible for your tax credit unit.

5-14. Don’'t Do This!

A. Forget to use the HPD form (found in Chapter 7) to certify a household eligible under the full
time student rule.

B. Allow a household to occupy your tax credit unit until you have certified them eligible.

C. Forget to use the income limit that applies to the unit a household will occupy to certify them
eligible before you allow them to occupy the unit.

D. Forget to apply whatever preferences HPD requires in your regulatory agreement when
selecting applicants from your waiting list (e.g., homeless persons, community board district
residents, etc.).
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Exhibit 5-A
Sample Full -Time Student Households

Eligible Households

e Head of household, full-time student

e Son, full-time student

e Daughter, full-time student

> Eligible because nobody in the household is a dependent on another person’s tax return
or the children are dependents on one of the parent’s tax return.

e Head of household, full-time student, receives PA

e Son, full-time student

e Daughter, full-time student

> Eligible because someone in the household receives PA.

e Head of household, full-time student, participates in job-training program

e Son, full-time student

e Daughter, full-time student

» Eligible because someone in the household is in a job training program.

e Head of household, full-time student

e Spouse, full-time student

» Eligible because the couple files a joint income tax return.

Ineligible Households

e Head of household, full-time student

e Son, full-time student

e Daughter, full-time student

» Ineligible because the son is claimed as a dependent on the tax return of another
individual other one of the parents.

e Head of household, full time student, lives off income from an Uncle

e Son, full-time student

e Daughter, full-time student

e Ineligible because the son is claimed as a dependent on the tax return of another
individual other than one of the parents.

e Head of household, full-time student

e Spouse, full-time student

> Ineligible because the couple is ineligible to file a joint income tax return.
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Chapter Six

Calculating Annual Income
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Chapter Six: Calculating Annual Income
_Or_
How You Know a Household’s Income is Low Enough
to Qualify for Your Tax Credit Unit

6-1. Topics Covered in this Chapter

In this chapter, you will learn:

A. That you must know the applicable income limit to determine a household eligible for your
tax credit unit;

B. How to calculate a household’s annual income; and

C. How to calculate income from assets and include it in a household’s annual income.

6-2. Key Terms to Learn from Reading this Chapter

Actual income from assets
Annual income

Cash value of an asset

HUD Handbook 4350.3, Rev. 1
Imputed income from assets
Income from assets

Income Limit

Passbook rate

$5,000 Rule

6-3. Know the Income Limit(s) for Your Property

To certify a household eligible for your tax credit unit, compare their gross annual income to the
income limit for your property.

A. The income limit for your property is established in the minimum set aside.

B. Your owner may have committed to more than one set aside. Compare an applicant’s gross

annual income to the income limit that applies to the unit they will occupy.

C. Review paragraphs 5-4 and 5-5 of this manual for instruction on how to select the correct
income limit.
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6-4.

D. As a courtesy HPD posts the current income limits for NYC at
http://www.nyc.gov/html/hpd/html/developers/low_income.shtml. However, it is the owner’s
responsibility to use the correct income limit to determine a household eligible for their tax
credit unit.

E. Use the income limits in effect on the day you complete a tenant income certification.
How to Calculate Gross Annual Income

To calculate a household’s gross annual income, follow the rules for the project-based Section 8
program found in Chapter Five of the HUD Handbook 4350.3, Rev. 1. You can find an Internet link
to Chapter 5 of the handbook in the Appendix to this manual.

Note — Like in the Section 8 program, you compare an applicant’s gross annual income to the
applicable income limit to determine their eligibility for your tax credit unit. In the Section 8 program
an owner also calculates a resident’s adjusted income to determine the amount of rent they must
pay while receiving Section 8 assistance. You cannot calculate a resident’s adjusted income for
the tax credit program.

This document contains information on how to calculate gross annual income. However, it is the
reader’s responsibility to consult the HUD Handbook and stay abreast of any changes.

A. Annualize a household’s projected gross income before comparing it to the income limit.
To arrive at an annual amount:

1. Use a verified annual salary as annual income.

2. Multiply a verified quarterly income by 4 quarters.

3. Multiply a verified monthly income by 12 months.

4. Multiply a verified bi-weekly income by 26 pay periods.

5. Multiply a verified semi-monthly income by 24 pay periods.

6. Multiply a verified weekly income by 52 weeks.

7. Ask the employer to project how many hours per day, how many days per week and
how many weeks per year a part-time employee is projected to work in the 12 months

following the effective date of their income certification and what that employee’s
projected income would then be.
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Sample Income Calculations

The New York school system reports a teacher receives a gross annual salary of $40,000.
Include $40,000 as annual income.

A resident’s award letter says they receive $900 per
month gross disability benefits. Include $10,800
($900 x 12 months) as annual income.

A resident earns $1,500 every two weeks. Include $39,000
($1,500 x 26 pay periods) as annual income.

Sample Income Calculations

An employer verifies an applicant earns $1,700 on the 15 & 15™
of every month. Include $40,800 ($1,700 x 24 pay periods)
as annual income.

A resident earns $300 per week by watching her neighbor’s son. Include $15,600 ($300 x
52 weeks) as annual income.

An employer verifies that a resident works 40 weeks per year and earns $800 per week.
Include $32,000 ($800 x 40 weeks)
as annual income.

For a seasonal worker, project how much they will work in the year following the
effective date of their income certification. Their income may vary during the 12-
month period.

For a person with an irregular schedule, (e.g., someone working for a temporary
employment agency or some home health aids), who's income varies week to week,

a. Multiply their average weekly amount by 52 weeks; or

b. Multiply their highest weekly amount by 52 weeks.
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Sample Income Calculations

A construction laborer earns $2,000 per month for 8 months of the year and $1,000 during
each of the other 4 months.
Include $20,000 (($2,000 x 8 months) + ($1,000 x 4 months))
as annual income.

An administrative assistant earns between $18 and $20 per hour, and works between 14
and 16 hours per week through an employment agency. Include either $16,640 ($20 x 16
hours x 52 weeks), or $14,820 ($19 x 15 hours x 52 weeks) as annual income.

A nurse’s assistant is receiving $250 per week in temporary disability benefits. In 6 weeks
she will return to work and earn $600 per week. Include $29,100 (($250 x 6 weeks) + ($600
X 46 weeks)) as annual income.

You must anticipate the income changes a household will experience during the 12 months
following an income certification. For example, when an employer certifies that an
applicant’s income will increase $1 per hour in four months, calculate their annual income by
projecting their current salary for 4 months, and factor in the $1 per hour increase for the
other 8 months.

Use the following rules to calculate the gross income earned by adults.

1. Include the earned income of the head of household, co-head of household, spouse
and all household members who are 18 years old.

2. An emancipated minor is a person not 18 years old but considered an adult under NY
law. If an emancipated minor

a. Is the head of household, co-head of household or spouse, include their
earned income.

b. Is not the head of household, co-head of household or spouse, exclude their
earned income.
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Earned Income of Adults

The 20 year old son of the head of household earns $24,000 per year. He does not go to
school. Include $24,000 as annual income.

Include the $18,000 a 17 year old spouse earns as annual income.

Do not include the $18,000 the 17 year old nephew of the head of household earns, even
though he is an emancipated minor.

D. A dependent is a person who is not 18 years old or, has a disability or is a full-time student.
Use the following rules to calculate the income of dependents.

1. Include the earned income of household members who are 18 years old.

2. Exclude the earned income of a minor unless they are the head of household, co-
head of household or spouse.

3. Include the unearned income of minors. For example:
a. Include the social security benefits received by or for a minor.
b. Include the SSI benefits received by or for a minor.
C. Include the interest generated by a minor’s savings account.
d. Include the income from a trust received by or for a minor.
e. Include the PA received by or for a minor.
4. Regarding the earned income of a full-time student:
a. For a minor, do not include their earned income unless they are the head of

household, co-head of household or spouse.

b. For an adult who is not the head of household, co-head of household or
spouse, include only the first $480 they earn per year.

C. For an adult who is the head of household, co-head of household or spouse,
include all their earned income.

5. Exclude the monthly stipend a household receives for the care of a foster child or
foster adult.
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6. Exclude the earned income of a foster child or foster adult.

7. Include the first $480 a household receives as assistance for an adopted child.

Sample Income of Dependents
Exclude the income a 16-year old daughter earns working at a fast-food restaurant.
Include the first $480 a 20-year old full-time student earns working at a grocery.
Include the entire salary a spouse earns teaching while attending school full-time.

Include the SSI disability benefits a resident receives for a disabled son.

Include the interest generated from a 12-year old daughter’s savings account.

E. Include the following sources when calculating a household’s annual income.

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;

Third Party Verification: Send to employer or employment agency.

Review of Documents: Make copies of pay stubs or W-2s.

will not verify the income.

Self-Affidavit: Should only be necessary when applicant works for cash and the employer

2. Annuities, insurance policies, retirement funds, pensions, disability or death benefits

and other similar types of income.

benefit administrators.

Self-Affidavit: Should not be necessary.

Third Party Verification: Send to financial institutions, insurance companies, and pension

Review of Documents: Make copies of earnings statements, bank records or award letters.

3. Payments in lieu of earnings such as unemployment, Social Security, SSI disability

compensation, worker's compensation and severance pay.

See Paragraph 7-4 for how to document Social Security income.
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Third Party Verification: Send to agency disbursing the benefits.
Review of Documents: Make copies of benefit award letters or pay stubs.

Self-Affidavit: Should not be necessary.

4. Periodic payments such as alimony and child support payments, regular contributions
received from organizations or from persons outside the household.

Third Party Verification: Send to organizations providing payments.
Review of Documents: Make copies of divorce decrees, child support

Self-Affidavit: Statement from a parent not receiving child support or a person receiving
alimony or child support not ordered by a court of law.

5. All regular pay, special pay and allowances received by a member of the armed
forces.

Third Party Verification: Send to area office of the armed force.
Review of Documents: Make copies of pay stubs or bank records.

Self-Affidavit: Should not be necessary.

Include the income generated by an asset owned by a household member. You will learn
how to calculate the income from assets in paragraph 6-5 below.

Include the welfare assistance a household member receives under Temporary Assistance
for Needy Families (TANF). TANF, or Safety Net (SN) for single adults or families that have
reached the end of the five year period for TANF, is often referred to as public assistance
(PA). Include:

1. The amount a household receives for basic needs other than shelter costs; plus,

2. The maximum amount a household may receive for shelter, even if they currently
receive less than the maximum allowed because they are paying less for rent.

See Paragraph 7-4 for how to document PA.

For self-employed persons, include as income the net amount they generate from their
business.

1. Net income equals the gross revenue generated by the business minus the business
expenses except expenses for business expansion or depreciation.
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2. In Exhibit 7-A, you will find Best Practices for Documenting Income for the Self-
Employed.

For a full-time or part-time student, include any part of a scholarship or grant in excess of
the amount received to pay tuition.

Exclude the entire scholarship or grant received by someone who:

1. Is over 23 years old and has a dependent child; or
2. Lives with their parent or guardian; or
3. Is disabled and was living in your tax credit unit on November 30, 2005.

Third Party Verification: Send to college or scholarship program.
Review of Documents: Make copies of award letters

Self-Affidavit: Should not be necessary.

Include the income of a temporarily absent person if the resident elects to include them in
their household. Examples of a temporarily absent person include someone in a medical
facility or working away from home on a temporary basis.

Include the income of a person permanently confined to a medical facility if the resident
elects to include them in their household. Examples include a frail spouse confined to a
nursing home or a disabled child confined to an institution.

For a person on active military duty,

1. Exclude an adult child on active military duty, and their income, from the household
and your calculations.

2. Include the head of household, co-head of household or spouse in the household and

your calculations.
3. Exclude the special pay a person receives for being exposed to hostile fire.
Include the full amount of court-ordered alimony or child support unless the applicant

certifies they are not receiving it, and they have taken reasonable legal steps to collect the
amount due.

1. Reasonable legal steps include using the services of an attorney, the court system or

other organizations that provide aid in recovering alimony or child support.
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2. Include the alimony or child support a person receives that is not court ordered. Ask
the applicant to sign a notarized affidavit declaring the amount received.

3. Ask a person with children who claims not to receive child support, nor to have been
awarded any by a court of law, to sign a notarized affidavit.

N. Exclude the following sources when calculating a household’s annual income.

1. The value of the food stamps an applicant receives;

2. Lump sum payments received from the SSA,;

3. The entire resident service stipend you pay a resident if it is not more than $200 per
month;

4. Any stipend an applicant or receives for participating in a job training program
including funds for childcare or transportation;

5. The monthly stipend a household receives for the care of a foster child or foster adult;

6. Pay a person in the Armed Forces receives when exposed to hostile fire;

7. The income of a live-in aid;

8. Amount received under HUD-funded training programs;

9. Amount received by a person with a disability set aside by the Social Security
Administration for the Pass Program;

10.  Temporary, nonrecurring, or sporadic income, including gifts;

11. Reparation payments paid by a foreign government to persons persecuted during the
Nazi era;

12.  Lump sum payments received from the Social Security Administration;

13. Amounts received by a household as rebates or refund for property taxes paid on the
unit;

14.  Amounts paid by a state agency for services and equipment needed to keep a
developmentally disabled person at home;

15. Payments to Volunteers under the Domestic Volunteer Services Act of 1973 including
employment through AmeriCorps, Volunteers in Service to America (VISTA), Retired
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Senior Volunteer Program, Foster Grandparents Program, Youthful Offender
Incarceration Alternatives and Senior Companions;

16. Payments received under the Alaska Native Claims Settlement Act;

17.  Payments or allowances made under the Department of Health and Human Services
Low-Income Home Energy Assistance Program;

18. Income derived from the disposition of funds to the Grand River Band of Ottawa
Indians;

19. The first $2,000 of per capita shares received from judgment funds awarded by the
Indian Claims Commission or the U.S. Claims Court and the interests of individual
Indians in trust or restricted lands, including the first $2,000 per year of income
received by individual Indians from funds derived from interests held in such trust or
restricted lands;

20. Payments received from programs funded under Title V of the Older Americans Act
of 1965 including the Green Thumb, Senior Aids and Older American Community
Service Employment Program;

21. Payments received from the Agent Orange Settlement Fund or any other fund
established pursuant to a settlement under product liability;

22. Payments received under the Maine Indian Claims Settlement Act of 1980;

23.  The value of any child care paid for under the Child Care and Development Black
Grant Act of 1990;

24.  Earned income tax credit (EITC) refund payments including advanced earned income
credit payments;

25. Payments by the Indian Claims Commission to the Confederated Tribes and Bands
of Yakima Indian Nation or the Apache Tribe of Mescalero Reservation;

26.  Any allowance paid to a child suffering from spina bifida who is the child of a Vietham
veteran;

27.  Any amount of crime victim compensation received through crime victim assistance
as determined under the Victims of Crime Act because of the commission of a crime
against the applicant under the Victims of Crime Act;

28. Allowances, earnings and payments to individuals participating in programs under the
Workforce Investment Act of 1998; and
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29.  Exclude the portion of a federal pension paid directly to a former spouse pursuant to
the terms of a court decree, divorce, annulment, or legal separation.

6-5. How to Calculate Income from Assets
A person can own assets and still qualify for the tax credit program. However, you need to
calculate the value of a household’s assets to implement the $5,000 Rule. You will learn about this
rule later in this chapter.
A. The cash value of an asset is the amount of cash the household would receive if they
liquidated or sold the asset for cash.

1. To calculate the cash value of an asset, subtract from the asset’'s market value the

costs the household would pay if they elected to liquidate the asset.
Cash Value of an Asset Calculation
Resident has $4,000 in a certificate of deposit that
has a 5% premature withdrawal fee.
The cash value of the CD is $3,800 ($4,000 — 5%).
Applicant has stock worth $6,000. They would pay a broker 4% of the market value if they
sold the stock.
The cash value of the stock is $5,760 ($6,000 — 4%).

2. To calculate the cash value of a piece of real estate, subtract from its market value
the principal balance of any mortgage(s) secured by the property, and the estimated
closing costs the household would pay if they sold it.

a. Use the market value on the most recent property tax bill as the asset’s market
value;

b. Verify the principal balance due on a mortgage by making a copy of the
current mortgage statement or coupon book that documents the current
balance.

C. Calculate the other closing costs the household would pay as 10% of its
market value.
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Cash Value of Real Estate

Resident owns an apartment with a market value of $300,000
They owe $200,000 on its mortgage.
The cash vale of the house is $70,000
($300,000 - $200,000 - $30,000).

B. Include the following items as assets:

1. Cash held at home, a safety deposit box, or any other place accessible to a
household member;

Third Party Verification: N/A
Review of Documents: N/A

Self-Affidavit: Statement from resident on amount of cash held.

2. Current balance in a savings account;

Third Party Verification: Send request for information to the bank.

Review of Documents: Make a copy of recent bank statement.

Self-Affidavit: Should not be necessary.

3. Average 6-month balance for a checking account;

Third Party Verification: Send request to the bank.

Review of Documents: Make copies of 6 most recent statements.

Self-Affidavit: Should not be necessary.

4. Cash value of a revocable trust;

Third Party Verification: Send request to trustee.

Review of Documents: Make copies of trust documents.

Self-Affidavit: Should not be necessary.

5. Equity in real property and other capital investment;

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

82




Third Party Verification: Send request to financial institution.

Review of Documents: Make a copy of the most recent real estate tax bill and the mortgage
documents

Self-Affidavit: Should not be necessary.

6. Cash value of a certificate of deposit;

Third Party Verification: Sent request to bank.

Review of Documents: Make copy of CD agreement.

Self-Affidavit: Should not be necessary.

7. Cash value of a money market fund,;

Third Party Verification: Send request to the bank.

Review of Documents: Make copy of fund agreement.

Self-Affidavit: Should not be necessary.

8. Cash value of stocks, bonds and Treasury Bills;

Third Party Verification: Send request to institution.

Review of Documents: Make copies of statements.

Self-Affidavit: Should not be necessary.

9. Cash value of personal retirement accounts including IRA, Keogh Plans;

Third Party Verification: Send request to financial institution.

Review of Documents: Make copies of recent statements.

Self-Affidavit: Should not be necessary.

10.  Cash value of company sponsored retirement funds including pension funds, 401(k)
and 403(b) plans;

Third Party Verification: Send request to employer or fund.
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Review of Documents: Make copies of recent statements.

Self-Affidavit: Should not be necessary.

11.  Surrender value of whole life or universal insurance policies;

Third Party Verification: Send request to insurance company.

Review of Documents: Make copies of insurance documents.

Self-Affidavit: Should not be necessary.

12.  Personal property held as an investment;

Third Party Verification: Send request to appraiser of the asset.
Review of Documents: Make copies of appraisals of personal investments.

Self Affidavit: Statement from resident of estimated value.

13. Inheritances, lottery winnings, capital gains, insurance settlements, and other lump
sum amounts if the person puts the lump sum into an asset;

Third Party Verification: Send request to insurance company.

Review of Documents: Make copies of award letters.

Self-Affidavit: Should not be necessary.

14.  Assets disposed of for less than market value during the two (2) years preceding the
income certification;

Third Party Verification: Send request to party receiving the asset.

Review of Documents: Make copies of statements and agreement

Self-Affidavit: Accept statement regarding asset disposed.
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15.  Current principal balance due on a mortgage held by a household member; and
Third Party Verification: Send request to purchaser.
Review of Documents: Make copies of mortgage agreement.
Self-Affidavit: Accept statement of interest earned.
16.  The portion of a jointly-owned asset owned by a household member.
Third Party Verification: Send request to financial institution.
Review of Documents: Make copies of recent statements.
Self-Affidavit: Accept statement of portion owned by resident.
C. Do not include the following items as assets:
1. Personal property such as family jewelry, automobiles and furniture;
2. Interest in Indian trust lands;
3. Assets that are part of an active business or farming operation, including real estate
held as part of a business at which a household member makes an active career;
4. Assets legally owned by a household member that are not accessible to them,
including assets owned but abandoned by an abused spouse;
5. An asset for which a household member is a signatory but not an owner;
6. Equity in a cooperative unit; and
7. Term life insurance policies.
D. Calculate the income each asset will generate for the household in the 12 months following

the effective date of the income certification. Calculate the following:

1. The interest from a savings or checking account.
2. The interest from a certificate of deposit or money market fund.
Interest Income Calculations
$2,000 savings account carries 3.5% interest rate.
$2,000 x 3.5% = $70 is the actual income from the account
This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 85

any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




$770 non-interest bearing checking account
Actual income from the account is $0

Certificate of deposit with $6,500 carries 4.5% interest rate
$6,500 x 4.5% = $292.50 is the actual income from the CD

3. Payments received from a trust.

Payments from a Trust

A disabled person receives $400 per month from a special needs trust. Include $4,800
($400 x 12 months) as annual income.
The trust is not counted as an asset if the
disabled person has no access to the principal in the fund.

4. Earnings from renting real estate or land.

Income from Real Estate

Resident owns a house and receives $1,000 per month in rent.
They pay $800 per month in operating expenses for the house

Include $2,400 (($1,000 - $800) x 12 months) as
income from the house.

5. Interest generated by personal retirement accounts or company sponsored pension
funds.

6. Dividends from whole life or universal insurance funds.

7. Dividends from stock, bonds or T-bills

Income from Assets Calculations

Resident has a $5,500 in an IRA with a 5% interest rate.
Include $275 ($5,500 x 5%) as income from the IRA.

Applicant has a universal insurance policy with
annual dividends of $650.
Include $650 as income from the insurance fund.

Resident has $100 shares of stock.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

86




Each share generated a dividend
of $1.50 on the most recent quarterly statement.
Include $600 (100 x $1.50 x 4) as income from the stock.

8. Interest payments received on a mortgage held by a household member.

Interest from a Mortgage

Resident receives mortgage payments from the person who bought
their house of $1,000 per month. $600 of the $1,000
is interest on the mortgage.
Include $7,200 ($600 x 12 months) as income from the mortgage.

9. Regular, periodic payments received from an annuity.

Annuities

A resident receives $100 per month from her annuity. Include $1,200 ($100 x 12 months)
as regular annual income. Do not count an annuity as an asset once a resident begins to
receive regular periodic payments from the annuity.

Another resident has $10,000 in an annuity. They would pay a 5% penalty to liquidate the

annuity. The insurance company is committed to paying interest on the annuity at 4% per

year. The current cash value of the annuity is $9,500 ($10,000 — 5%.) The income from
annuity is $400 ($10,000 x 4%)

E. You must follow the $5,000 Rule to know the income from assets you include in a
household’s annual income.

1. When the total cash value of a household’s assets is not more than $5,000, include

the actual income the assets will generate in the year following the effective date of
the income certification.

2. When the total cash value of a household’s assets is more than $5,000, include the
greater of

a. The total actual income the assets will generate in the 12-month period; or

b. The imputed income from their assets calculated by multiplying the total cash
value of their assets by 2%.
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Total Income from Assets Calculations

Total cash value of assets = $4,500
Actual income from assets = $120
Include $120 as income from assets

Total cash value of assets = $5,500
Actual income from assets = $120
$5,500 x 2% = $110
Include $120 as income from assets

Total cash value of assets = $6,800
Actual income from assets = $120
$6,800 x 2% = $136
Include $136 as income from assets

6-6. Verifying Income, Assets and other Household Characteristics

6-7.

Read Chapter 7 to learn how to verify income, assets and other household characteristics to
support a tenant income certification.

Do This!

A.

Use the electronic link in the Appendix of this manual to download Chapter 5 of the HUD
Handbook 4350.3, Rev. 1.

B. Click on “What's New” at www.hudclips.org. HUD announces new rules daily on this site.
Watch for changes in the rules for how to calculate annual income. You are responsible for
remaining current as the rules change.

C. Include a source of income in your calculations unless HUD tells you to exclude it.

D. Include as income the greater of the imputed income or actual income generated by a
resident’s assets.

E. Include as income that part of a scholarship or grant, not needed to pay tuition, received by
a part-time or full-time student unless they live with their parent or guardian, are over 23
years old and have a dependent child, or they have a disability and were living in your tax
credit unit on November 30, 2005.

F. When calculating annual income, either calculate the numbers to the penny or round up to

the nearest whole dollar.
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6-8. Don’t Do This!

A. Allow a household to occupy your tax credit unit until you know their gross annual income is

not more than the applicable income limit.

B. Include the value of a resident’s food stamps in their annual income.

C. Include more than $480 a full-time student earns unless they are the head of household, co-

head of household or spouse.
D. Include the income earned by a live-in aide.

E. Include the cash value of a resident’s assets in their annual income.
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Chapter Seven

Completing the Initial Certification
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Chapter Seven: Completing the Initial Certification
_Or_

How to Verify a Household’s Income, What Forms to use and What are

your Leasing Requirements

7-1. Topics Covered in this Chapter

In this chapter, you will learn:

A.

B.

How to verify a person’s income and other relevant characteristics;
How to document a resident’s Social Security or PA benefits;

How to complete a tenant income certification;

The forms you must use to complete a tenant income certification; and

The leasing requirements for your tax credit units.

7-2. Key Terms to Learn from Reading this Chapter

Review of documents

Tenant certification

Tenant income certification (TIC)
Third party verification

7-3. How to Verify Income and Other Characteristics

A.

You must verify income and other household characteristics using information from a third
party. Document in the file if:

1. A third party will not respond to your requests for information; or

2. There is no third party available to document the information you need to complete
the certification.

Keep copies of information requests you send to third parties.

Do not get information from a third party by sending the request through an applicant or
resident. You may obtain information from a third party:

1. Through the U.S. mail;
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2. By fax;
3. By email; or
4. Through the Internet.

D. For information you receive through email or the Internet, maintain documentation it came
from a valid source.

E. You are not required to request information from a third party if they charge for the service.

F. When you are unable to obtain information from a third party, make a copy and review
documentation provided by the household.

1. Appendix 3 of the HUD Handbook 4350.3 provides instruction on how to document
income and other household characteristics. You can find an Internet link to
Appendix 3 in the Appendix of this manual.

2. Examples of acceptable documentation include:

a. The most recent 4 to 6 current, consecutive pay stubs, regardless of the length
of the pay period,;

Note: When using pay stubs to calculate annual income, you may either
average the gross earnings on the pay stubs, or use the pay stub with the
highest gross earnings to project annual income.

b. Using the year-to-day earnings on the most recent pay stub to project an
annual amount;

C. 6 most recent checking account statements;

d. Most recent savings account statement;

e. Most recent federal tax return for a self-employed person;
f. Birth certificate;

g. Copy of Social Security or PA award letter;
h. IRS Schedule E to document income from rental property;

I. Bank agreement for a certificate of deposit; and
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J- Quarterly earnings statements for investments.

G. You may accept a notarized affidavit or sworn affidavit from a household only when you are
unable to get information from a third party and there is no acceptable documentation the
household can provide.

1. A notary that is a member of the management staff may notarize an affidavit. Do not
charge for the notary service.

2. Examples when a household member may sign a self-affidavit include when
a. They have no income;
b. They work for cash for an employer unwilling to verify their income;
C. They receive child support or alimony not ordered by a court of law;
d. They are not entitled to nor expecting to receive child support; and
e. They document they have not disposed of an asset for less than market value

during the previous 24 months.

3. Households with assets totaling no more than $5,000 may self-certify the income
from their assets.

a. You do not need to request information through a third party.

b. You do not need to make copies of their bank statements or other asset
documentation.

C. Require they sign the form provided at the end of this chapter.

7-4 Documenting Social Security and Public Assistance

You do not need to request information from the Social Security Administration or the New York
Department of Human Services.

A. For social security and SSI disability benefits

1. Make a copy of the benefit award letter from the previous December, even if it is
more than 120 days old.

2. In October, the SSA announces the cost of living allowance (COLA) by which they
will increase benefits on January 1. Apply the COLA to the benefit amount on the
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award letter from the previous December when completing an income certification
before the beneficiary receives their new award letter.

Sample Social Security Calculations

Gross monthly benefit on award letter = $800
SSA announces a COLA of 3%
$800 x 1.03% = $824

Gross monthly benefit as of January 1 = $824

B. For PA, make a copy of the most recent benefit award letter. In Exhibit 7-B you will find a
sample PA benefit award statement. Use the figure for Total Needs to calculate annual
income. On this statement Total Needs is $324. $324 x 24 pay periods = $7,776.

7-5. Completing a Tenant Income Certification (TIC)
Follow these rules when completing a tenant income certification.
A. The effective date of the TIC for a new resident is the day they occupy their unit.

B. All adult household members must sign the certification on or before its effective date.
Document the file why you were unable to obtain a required signature.

C. For a resident in place at the time of acquisition, the effective date for their TIC:

1. Is the date of acquisition if you complete it within 120 days using the resident’s
income and income limit as of acquisition; and

2. Is the date the last adult household member signs the TIC if you complete it more
than 120 days after acquisition. Note: There can be important implications with when
the TIC is completed. Check with your syndicator when completing a TIC for a
resident in place at the time of acquisition.

D. On its effective date, information supporting a TIC may not be more than 120 days old.
Documentation you get to support a TIC includes:

1. Information you receive through a third party;

2. Pay stubs;

3. Bank statements;
4. Asset documentation; and
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5. A self-affidavit.

E. You do not need to consider the date on the following documents because it is irrelevant to

completing the certification: Social security cards; birth certificates and state identification
cards.

F. You should use the verification forms provided in Exhibits 7-C through 7-L
1. Annual Owner’s Certification;

2. Certified Rent Roll/Compliance Map;

3. Tenant Income Certification (TIC);
4. Employment Verification;

5. Bank Verification;

6. Zero Income Certification;

7. Alimony and Child Support Verification;
8. Under $5,000 in Assets Verification;
9. Student Verification; and

10.  Verification of LIHTC Eligibility for a Voucher Program Participant

G. HPD recommends the use of the following forms provided in Exhibits 7-M through 7-R. You

may use alternative forms if they collect the same information as on the recommended
forms.

1. Application;

2. 401 K Verification;

3. Stocks/Bonds Verification;

4. Unemployment Benefits Verification;

5. Investment, Pension and Annuity Verification; and

6. Student Financial Aid Verification.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

95



7-6. Leasing Requirements

-7

7-8

There is no model lease for the tax credit program.

A.

B.

C.

Your initial lease with a tax credit resident must last at least 6 months.

For residents in place when the tax credits are placed in service,

1. If they occupied their unit under a lease lasting at least 6 months, you are not
required to sign another 6-month lease.

2. If they occupied their unit under a lease that did not last 6 months, sign a new lease
lasting 6 months or longer.

3. Comply with your Rent Stabilization leasing requirements.

4. Sometimes a resident begins to receive rental subsidy months or even years after
moving into a tax credit unit. To comply with the requirements of the subsidy
program, you may need to sign a lease that begins the month the resident starts to
receive rental assistance. Even if the resident has lived in your tax credit unit for less
than 6 months, you may void the old lease and sign a new lease with the resident if
necessary to comply with the rental subsidy program and still be in compliance with
the tax credit program. Check with your landlord and tenant attorney on any legal
ramifications associated with voiding a lease.

Do This!

Require all household members to sign and date the relevant verification forms before you
process their application and allow them to occupy your unit.

Use the verification forms and TIC HPD requires for all tax credit properties it monitors in
NYC.

Use the HPD TIC for HOME / tax credit properties if you manage a property that has both
HOME funds and tax credits.

Don’t Do This!
Let a household move in until all adult household members have signed and dated the TIC.

Assume someone is eligible for your tax credit unit without verifying their income and
student status.

Sign a lease that does not meet your tax credit requirements, any Rent Stabilization or Rent
Control requirements or any other regulatory requirements that apply to your property.
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Exhibit 7- A
Best Practices for Documenting Income for
Self-Employed Persons

An owner may use any of the following practices to document the income of a self-employed person.
e Accept a copy of the person’s most recent federal income tax return.

o Do not accept a tax return for a year earlier than the latest year for which tax returns were
required by the federal government.

0 Make a copy of their IRS Form 1040 plus their Schedule C

o0 Their income earned through self-employment is on Line 12 on their Form 1040, Line 31 on
their Schedule C or on Line 3 on their Schedule C-EZ.

o If their tax return shows they generated a loss from their business, list their income from self-
employment as $0.

e Accept a copy of the person’s most recent state income tax return.

o Do not accept a tax return for a year earlier than the latest year for which tax returns were
required by the state government.

o0 Use information from a state tax return comparable to the information used from a federal tax
return.

¢ Allow the person to annualize their income for the current year based on the income they have
generated year-to-date.

0 Ask a self employed person to complete an IRS Schedule C based on their current year
activities.

0 You may ask a self-employed person to provide documentation of the information they
provided on the Schedule C.

o0 Supporting documentation for a Schedule C include contracts, leases, bank statements,
receipts, credit card statements and certifications provided by clients of the self-employed
person.

e Ask the person to sign IRS Form 8821, authorizing the receipt and inspection of the tenants income
tax forms, allowing the owner to verify their reported income with the IRS.
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Exhibit 7- B
Sample Public Assistance Benefit Award Statement
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Exhibit 7- C
Annual Owner’s Certification

The Annual Owner’s Certification can be found at
http://www.nyc.gov/html/hpd/html/developers/low income.shtml
Under the heading : “LIHTC Compliance Documents”
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Exhibit 7- D
Certified Rent Roll

COMPLIANGCE YEAR 2007
CWNER CERTIFICATION
FOR LOW-INCOME HOUSING TAX CREDITS
PART &
Certification Period: Janusry 1, 2007 - Decembar 31 2007
I. PROJECT INFORMATION
Corer (LP.or LLE)
Sponscr ! Develope
Projet ! Cluster Name
HPD Program [check one) ___NRF ___HNEFP ____ZRO _ b=ks __USCEnterprize  ____MEP
—_HoDAZ —_ CMIC3HHP — WucEldg AFP — Srmdhurst _ Home
Per=cn Pregaring Form Prone | |
Lizt below =ach building in project
Tear Creans & LHIC H. Other T. Waon- . Wkal E. Burdirg
Tax Credit Wers Juslifed Residzniis Fenin Urits Applic. Fracion
Ewsilding Address Bldg. ID Ko. (3N} Firzk Claimed Unis® Rentl Units | SupesUnil (=B} [& 2 A+E)
L
%
%
k]
k]
L]
L
%
%
%
S
Project Totals: %
* Nom Tax Credit qualfed supss units musk be induded in column C
Il. OWKER INFORMATICH I. MANAGING AGENT:
Current Cowner. Name
Addres Addrers
Conlsct Person Contsct Parzon:
Pheone: Phome:
Tax |0 Humber:
1. OWNERSHI? CHANGE:
Since the original allocation was made and fhe first A6 was ixsusd, has there been a change in cwmership of amy beilding
in thiz LIHTC projeci® YES NC Fyes, complets the following:
Previoes Gwner: Date of Sale:
Addreas
Cornfect Person Pz i |
HCTE ferred o the same cwner, complete he indormetion sbove sepanately for
]
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Exhibit 7- E
Tenant Income Certification (TIC)

TENANT INCOME CERTIFICATION fff*_f“'.‘"i'gi_?:
O Initial Certification [ Recertification [J Other Pyt
PARTI-DEVELOFMENT DATA
Property Name: County BIN=
Addrazs: Unit Mumber: # Bedrooms:
FART II. HOUSEHOLD COMPOSITION
HH First Wame & Middle | FHelationship o Head Date of Birth | F/T Stadent Social Secumity
Mor 2 Last Name Initial of Housshold MDDV Y o 1) or Alisn Bez. Mo
1 HEAD
2
3
4
3
6
PART III. GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS)
HH [A) =) ) [
Mor £ Employment or Wages S Secumify Pensions Public Assistance Orher Income
TOTALS | § 5 % %
Add totals from (A) twough (D), above TOTAL INCOME (E): |3 I
FPART IV. INCOME FROM ASSETS
Hshid {F) @ (H) I
Mhr2 Trpe of Asset I Cash Value of Asset Anrnal Incomes from Asset
TOTALS: [ & ]
Emter Column (H} Total Pazshook Fate
If gt £5000 3 X 1.00% = (I Imputed Income |
Enter the greater of the total of column I, or J: imputed income TOTAL INCOME FROM ASSETS (K) " 3 I
(L) Total Annual Household Income from all Seurces [Add (B} +(K)] | §

HOUSEHOLD CERTIFICATION & SIGNATURES
Ths informetion oo thds forms will be used to determeing maximmm izcome sigibility. Loe heve prondded fior sack parson(s) sat forth in Part 1T acceprizbls warification
of coment anticipated ezl moome. Tove 2gmes to modify the landlord tvmmediassly upon any member of the honssbold moving out of e unit or any new membear
movingin. I'ws agree to notify the lazdlond immedixtehy upon 2zy menshar becoming a foll fime sodes:.

Undar penaltias of panury, I'va cartify that the mfsrmation prasented i this Cortification i tue e=d accomats 1o the bast of myour knowledze and bekief. The
u=darsigned further mderstands that promding falss representritoss herain constitutes an act of frasd. misleading or imcomplats =formetion mey remilt in the
sermuzation of the lexss amesnzant

Sigmature e ) Signahire ae)

Sigmature lhade ) Signahure {Dhate)
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Exhibit 7- F
Employment Verification

EMPLOYMENT VERIFICATION

[ THIS SECTION TO BE COMPLETED BY MANAGEMENT AND EXECUTED EY TENANT

T (Mame & address of employer) Diaite:

RE:

Applicant Tenazt Nama Secial Sepanity Muzber Uzit 2 (if aszigned)

I herebry authorize relsase of my employment information.

Sigzarzm of Applicant Tenant Dam

The individual named directly above is an applicant’terant of a housing program that requires vernfication of incoms. The information provided will
remaim confidental to satsfaction of that sated purpese only. Yiour prompt response is cracial and greatly appreciated.

Prosect Cromer Mzzagemant Agent

Eeturn Form To:

[ THIS SECTION TO BE COMFPLETED BY EMFLOYER

Enmployes Name Toia Title

Presently Employed: Yes _ Diate First Employed No_ Last Day of Employmsnt

Cament WagesSalary: § (circle ome)  houwrly  weekly  bi-weekly semi-monthly monmthly wearly  other
Awerags # of regular hours per week Vear-to-date earmings: § through_ -
Crvertime Fame: § per hour Average # of ovenime hours per week:

Shift Crifferential Fate: § per hour Average # of shift differential hours per week:

Commisstons. bowases, 1ps, other: § (circlz ome) howrly  weekly  bi-weskly  semi-monothly  meathly  yearly  other
List amy amticipated change in the employee's rate of pay within the next 12 months: ; Effective date

If the emploves's wark is seasonal or sporadic, plaase indicate the layof peried(s):

Additional remarks
Employur's Stgzabam Employer's Printed 1ams LCars
Empleyer [Conpany] Mans and Addmss
Phons = Fax E-mazil

crizing] offemss to make willful fakes stataments or misrepresesiations to any Deparimest or Agemcy of

Employment Venfication {Sepiember 2000)
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Exhibit 7- G
Bank Verification

Bank Verification

TO (MWame & address)

RE:

Applica=s Tozant Mame Socid Secunty Mumber Unit 2 {1 axcigned)

I hereby anthorize release of my asset miormaton.

Signzture of Applicant Tenant Dux

The individiual named directly abowve is an applicant’tenamt of a bousing program that requires verification of income. The information provided will
remam confidsntial to satisfaction of that stated purpose only. Your prompt response is cracial and greatly aporeciated

Project Ownses Manzgement Agsor

MATL OF FATY THIS FORM TO:

THIS SECTION TO BE COMPLETED BY FINANCIAL INSTITUTION

SAVINGS ACCOUNT: SAVINGS ACCOUNT:
Aect#: Acct#

Current Balance b3 Cwrrent Balance %
Current %o Rate Currant % Rate

Joimt Aceonmt? Cirele one. Joint Acconmt? Cirele one.
Mo/ Teswith Mo/ Tes with
CHECEING ACCOUNT:

Averagze Balance for the Past Six Months: b3

Fata of Interest %o Currant Balance 3

Joimt Account? Circle one. Mo/ Tezwith

Flaasza list other asset accoumts below (Cartificates of Depostt, Money Market Funds, Trust, TRA's, ate )

Aot Typa of Fata of
Muanber Balance Account Interast Cash Value*
§ % 5
§ % ]
§ % ]
Joint aceounts? Cirels one. No/ Yes Account(s) with

*MOTE: CASH VALUEIS THE CURFENT VALUE MINUS PEMALITIES FOR. EARLY WITHDRAWAL.

Signaturs: Date
Prnt vour name: Tel #
Title

Bank Name

Address

Warning: Section 1001 of Title 18 of the U5, Code makes it a crimmal offense to make willful false staternents or misTepresentations
o any Deparmuent or Agency of the United States as to auy mater withun its judsdicton.

Bank Verification
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Exhibit 7- H
Zero Income Certification

CERTIFICATION OF ZERO INCOME

(To be completed by adult bousehold members only, if appropriate.)

Household MName: Uit Mo,
Developmen: Name: City;
1. Thereby certify that I do not mdividually receive mcome from any of the following sources:

2. Wages from emplovment (including commissions. tips, bommses, fees, ete.):
b.  Income from eperation of a business;

¢.  Pental income from real o personal property;

d.  Interest or dividends from assets;

2. Social Security payments, anmuities, insurance policies, retirement fimds, pensions, or death
benefits:

£ Unemployment or disability payiments;
g.  Public assistance payments;

h.  Peniedic allowances such as alimony, child suppert, or gifts received from persons not living
in my household:

1. Sales from self-employed resources (Avon, Mary Kay, Shaklee, etc.);

J- Any other source not named above.

[ =]

I currently have ne ncome of any kind and thers 1s no mmiment change expected in my financial
status or employment status during the next 12 months.

Lad

Twill be using the following sources of funds to pay for rent and other necessifies:

Under penalty of pegury, I cerify that the informanon presented in thiz cerdfication is tue and accurate to the best of my
knowledge. The undsrsigwed fuother understand(s) that providing false representations herein constinnes an act of frand. False,
mizleading or incomplets information may result in the termination of & lease agresment.

Siznature of Applicant Tenant Primted Wame of Applicamt Tenant Date

Cemification of Zero Income (Sephember 2000)
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Exhibit 7- 1
Alimony and Child Support Verification

ALTMONY [ CHILD STUPPORT VERTFICATION (Enforcement Azency

TO (Mame & address) Diate:

RE:

Applica=s Tozant Mama Socidl Secunty Mumber Uit # (1 assigned)

I hereby anthorize release of the reguested information

Signzture of Applicant Tenant Dux

The individinal named directly abowve is an applicant’tenamt of a housing program that requires verification of income. The information provided wall
remain confidental to satisfaction of that stated purpose only. Your prompt response is cracial and greatly aporeciated

Project Ownss Manzgement Agsor

MATL OF FATY THIS FORM TO:

THIS SECTION TO BE COMPLETED BY SUFPORT ENFORCEMENT AGENCY

I hereby cartify that § per (week, month) 15 comt crdered to be paid for the support of:

Wame{s) of person/childiran) for whom support 15 paid

Address City State Zip Coda

Does this person recerve the full amount of the award? YES WO

If WO, has every reasonable effort been made by the applicant fo collect any amount which mav be due, includmz, but not
limted to, filing with the appropriate cownts or agenciss responsible for the enforcement of any pavment:?

TES WO Total amsount received durmg the last 12 months: §
Signature: Date

Print vour name: Tel #
Title

Address

Warmmmg: Section 1001 of Title 18 of the 1.5, Code makes it 2 criminal offense to make willful false statements or
misrepresentaiions to any Department or Agsncy of the Umited States as to any matter withon its jurtsdiction.

April 2007
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Exhibit 7-J
Under $5,000 in Assets Verification

UNDER 55,000 ASSET CERTIFICATION

For households whose combiped et assets do not excead 35,000
Complete only one fonn per honsebold: inclnde assets of cluldren

Homsehold MName: Uit Na.

Drevelopment Mama: City:

Complete all that apply for 1 throngh 4:

My/our assets include:

14) (B) (A™E) (A (B (ATE)
Cash Int. Annual Cash Int. Annual
Value* Rate Income  Source Value* Eate Income  Source
5 ;] Savings Account ¥ ;] Checking Accoumt
5 ;] Cash on Hand ] ;] Safary Deposit Box
5 3 Cermificates of Deposit ¥ 3 Money market funds
5 A Stocks ] i) Bonds
5 ;] [FA Accounts ] ;] 401K Accounts
5 ;] Esogh Accounts ¥ ;] Trust Funds
5 ;] Equity in real estat2 ¥ ;] Land Confracts
5 ;] Lump Sum Feceipts ] ;] Capital investments
5 3 Life Insurance Policies (excluding Term)
5 ;] Orthar Fefirement Fension Funds not named abowe:
5 ;] Personal property held as an investment** :
5 ;] Orther (list):

PLEASE WOTE: Certain funds (p.g . Refitemeni. Pension, Trost) may or may oot be (filly) accessible to you Inclode only those amounts which are
*(Cash value is defined as market valoe mimss the cost of converting the asset to cash, such as broker's fees, serlement costs, oustanding lomms, early withdramal
penalties, eic

**Peryonal property held as ap mvesmment may includs, but is mot limited to, gem or cotn collsctions, art, andgue cars, etc. Dho not incinde necessary persomal
proprty such as, bt not pecessanty Hovted to, household furmitre, dadly-use autos, clothing, assets of an active busimess, or special aquipment for use by te

disanled
@ 0O Within the past twe (2) vears, ['we have sold or given sway assets (including cash, real estate, etc) for more than 51,000 below
thair fair market valne (FMV). Those amonnts® are moded above and are aqusl to 2 total of: § (*tha
difference batween FMV and the amount received, for each asset on wiuch this ecowmed).
0O ['we have pot sold or given away assets (including cash, real estate, etc.) for less than fair market value during the past two (2)
YRars.
4 O ['we do not have amy assets at this tme

The net family assets (as defined in 24 CFR 813.102) above do not exceed 55,000 and the annual income from the net family azsets is
5 . Thi: amount is incladed in total gross annnaal income.

Under penalty of perjury, I'we camify thar the information presented in this cerificaton is troe and acourate to the best of my/'our knowledgs.
The undarsigped farther understand(s) that providing false representations bersin constitares an act of frand. False, misleading or incomplets
mformation may result in the rennination of a lease agresment

Applicant Tenant Date Applicant/ Tenant Date
Appendiz D
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Exhibit 7- K
Student Verification

STUDENT VERIFICATION

THIS SECTION TO BE COMPLETED BY MANAGEMENT AND EXECUTED BY STUDENT

This Smdent Verification is being deliverad in comnecton with the undersigned's eligibility for residency in the following aparment:

Project Mams:

Building Address:

Uit Wumber if assignad:

I hereby grant disclosure of the information requested below from

Nama of Educatienal ticztion

Signahire Dz

Printed Mams Spadent ID2

Eeturn Form to:

| THIS SECTION TO BE COMPLETED BEY EDUCATIONAL INSTITUTION

The sbove-pamead individual has applied for residency or is ourently residing in honsing thar requites verificaton of student stams.
Plezse provide the infonmaton requested balow:

I: the above-named individual a stndent af thi: educational institution? YES KO
If so, part-time or full-time? PART-TINME FULL-TIME

If full-time, the date the student enrolled as such:

Expected date of graduation:

I hereby cemify thar the information supplied o thes secton is tue and complete to the best of mv knowledge.

Signanire: Date:

Print your name: Tel &

Title:

Educational Instmton:

Stadent Venfication {Sepremiber 2000)

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

107



Exhibit 7- L
Verification of LIHTC Eligibility for Voucher Program Participant

VERIFICATION OF SECTION 8§ ELIGIBILITY

TO: (Mame & address)

RE:

Applicant Tenant Nams. Socizl Secumity Nunsher Unt & (if assigned)

[ haraby authomze relsase of the requested mformation.

Signatura of Applicant Tanz=: Dazz

The individoal mamed directly above is an applicant‘tenant of a housing program that requires verification of income. The information
provided will remam confidential to satsfaction of that sated purpese only. Your prompt respense is crucial and greatly appreciated

Projact Crwmar M amagwmmes: Agant

MATL OF FAT THIS FORM TO

THIS SECTION TO BE COMPLETED BY LOCAL HOUSING AUTHOERITY

In accordance with the IRS regulation Vol. 57 No. 171 1.42-5 2{(b){vii), September 2, 1902, the building cwner of the sbove

developmient is required to have the following wrinen statement on file from the local housing suthoriny:

, famuly size of , Tesiding in a SIZE unit
Tenant Mame # of bedrooms

located at , County of ,is

receiving Section 8 of the United States Housing Act of 1937,

This homsebold is currently undergoing an income (Tejcertification. We are unable to provide you with the
CuITent gross anmal moome amonnt nol [dzta]. when the income certificanion 15 expectad o be
complete.
"

2 This household bas 2 completed income certification oo file with an effective date of

The family's gross anouzl income, without any deductions or allowsnces. 15 § and 15 calenlztad

I 3 mannar consistzns with the determination of anmal income vmder Section £.

Local Housing Anthonity

Signature: Date:
Print vour name: Tel #
Title:

Address

April 2007
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Exhibit 7- M
Sample Application

EENTAL APPLICATION

Property Mame Darte

Aparimert Sz Desired: Wumber of Badrooms

1. FAMILY DATA:-

Mame of Head of Househald (Haad) Spouse Mame (1f Iving with the household)
Current Address: Street City Srate Zip Day Phons Mzeht Fhioms
Hawe you ever used apother name? (Y/N) If zo, please mdicate rame

PLEASE ANSWER ALL QUESTIONE! Do nov leave any space bank, write “Wo or NA™ where appropriove. White-oni is ner accepiable.
PLEASE PEINT.

Diirections to Applicant  Please complete the fable below for sach member of your houssheld, whether or pot those members are related. Include all
members who you anticipate will lve with you at least 30% of the tme dunng the mext 12 months. (A full tme studsnt 15 anyone whe 15 enrollad for
at least five calendar months for the mmber of hmars or courses which are considersd full-time attendance by that instiution. The five months need
not be consscutive).

If you need additional space for apswers to any paragraph listed below, atach additional sheets and make sure you mclude a reference to the
paragraph mmmber, your name and your social security oumber.
1. HOUSEHOLD COMPOSITION:

Mamber Belation Diate of Gender Social Stadent If Yoz, BT
Mumber Name(s) To Head Birth (MF) Secumity # (Y} or FT

1 HEAD

-

3

4

il

f
Dip all of the abowe housshold members resida in the hoansshold 100% of the tme? (Y20 If no, please List the
household members that do not Llive in the household 100% of the time:
Anticipated changes in the honsehold stze within the next 12 months? (Y/N) If YVas, explain
Anticipated change in mmber of smadents within the next 12 manths? (Y/N) If Yes, explain
Current Mantal Status: Single . Mamed  Divorced Separated . Widowed
Are all occupants full time students? Yes Mo If Yes, please answer the following:
a) Areany of the smdents marmed and already filing a joint Federal Income Tax Fetom with their spouse?
Yes_ Mo_ (If Yes, attach a copy of the Sigped Federal Income Tax Fetarm)
b} Areany of the smdents receiving assistance umder Title IV of the Social Securty Act, which inchades bat is not
limired TANF/AFDCT Yes _ Mo __
c)  Areaoy of the smdents enrolled in a job Taiming program receiving assistance under the Workforce Invesmment Act (WLA) Job
Training Parmerskip (TTRA)
Act of under similar Federal, State or local laws? Yes _ No
d} Are any of the smdents a single parent with mmer child(ren) and neither the stadent, mor any of the mmar childiren) m the
hoasehold are claimed a3 2 dependent of 2 third parfy? Yes _ Mo (If Yes, and all housshold members are fall time
stndents, a sigped copy of your Tax Bemm and Divorce Daces must be attached)
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3. ANTICIPATED HOUSEHOLD INCOME: PRESENT EMPLOYMENT AND OTHER INCOME RECEIVED BY HOUSEHOLD
MEMBERS:
Far the fallowing indicate the ammmt of anficipated income for all household members (for minors, uneamed meome amounts only), during the 12
manths period begipning this date. If you are uncertain which types of income must be mcluded or may be excluded, please ask the manazement
personnel for assistanoe
Wages or salanes, (inchude overtime, tips, bomuses, commissions and payment received m cash) ]
Child Support. {inchades child support yen are enfitled to bat may not ba receiving) 5
Alimoay (inchades alimeoy you are entitled to but may not be receiving) i
Social Secumity ]
Supplemental Security Income {55I) ]
Pablic Assistance {General Relief. and'or TANF/AFDC) ]
Veterans Administration Bensfis ]
Penzion Income ]
Unemployment Compensation ]
Income from Insurnnce Polictes ]
Dhisability, Death Benefits and'or Life Insurance Dividends 5
Worker's Compensation ]
Severance Pay ]
et Income from a Business (mcluding rental property, land conracts or other forms of real estate) ]
Imterest, Dividend & Orher Income from Met Family Assets ]
Regular Conmibutions and'ar Gifts from Person not ressdms af unit ]
Lpttery Wirmings or Inhentances (Paid a3 an anmiifty) ]
All regular pay paid to members of the Amed Forces ]
Anmuties ]
Retirement Savings Flans (A4 K Keagh) ]
Educadon Gramts, Scholarships or Other Students Benefits ]
5Self Employment 5
Other ]
TOTAL ]
4. ASSET INCOME: List all assefs cumently beld by all housshold members and the cash valoe of each. The cash value is the market value of the
#5521 mimns reasenable costs there was, or would be, inourred in selling or converting the asset to cash
YES NO Do vou or anyone in your honsehold have: Cazh Value
_ __ A Savings Accoumt? ]
_ __ A Checkimg Account™ ]
_ _ Cenificates of Deposit? ]
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Money Market Accoant? ]

_ __ A Safety Deposit Box? ]
_ __ _ Mopey Held in Trust? ]
_ ___ Anpy Stocks, Boods or SecunesT ]
_ __ Any Treasury Bills? ]
o __ A Retirement Fupd? (Inchades IRA's, Keogh acooumss) ]
_ __ _ Apmgras? ]

A Pension Fund? ]

Have amy Personal Property held as an Investment (this mcludes: paintings, armwork,
collectors or show cars, jewelry, coin or stamp collectons, antiques etc.)?

Orther equity in real estate, rental property, land contracts/'contract for deeds or other real estate
helding or other capital investments (this inchides your personal residence. mobile homes, vacant land farms,
vacaton homes, or commercial prope Market Value Lass (a) any nnpaid balance on loans secured by
property, and () reasonable costs that would be incurred in selling the asset — penalties, broker fees, sz

5

Fecaived any Lump Sum Receipts? (Include ivheritances, capital gains, lottery winnings,
izsurance settlements and other claims)” Wher

]
Other Assets ot Listed? ]

Have you disposed of any assefs (e g real estate, cash, stock, eic.) in the past e years?
If yes, pleasa describe:

5
5. EMPLOYMENT HISTORY:
Applicant Emploved By:
How Long: Supervisar:
Current Wage: § Hours per weelk: Owerfime wage: § Owertime hours per week:
Emplover Addres::
Spouse Emploved By:
How Long: Supervisor:
Current Wage: § Hours per weelk: Orverfime wage: § Orvertime hours per week:
Employer Address:
Orther Applicant Emploved By:
How Long: SupErvisar:
Cuorrent Wage: § Honrs per weel: Owerfime wage: § Orverfime hours per week:
Employer Addres::
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4. CEREDIT HISTORY
Have you ever filed for banknapecy (Y1) [f yas, please explain

Do you currently or have you previously bad a judgment filed against you? (Y3 If ves, please explain

Credit References
Hame Address  Phope Mopihly Pa

1

1

3

3
7. EESIDENCE HISTORY: CUREENT & PEEVIOUS LANDLORDS:

(Past 1 years residence inclnding any owned by applicants.)

Current Addrass BeotMonth | Uttlities Month | Move-In Dats Peason for Leaving
Landlord Hame Landlord Address Landlord Phone
Pravious Addrass RentMonth | Utlrives/ Month | Move-In Date Peazon for Leaving
Landlord Mame Landlord Address Landiord Phone
Previous Addrass ReotMomth | Utilies/ Month | Move-In Date Feazon for Leaving
Landlord Mame Landlord Address Landiord Phone
8. VEHICLES (mcluding company cars, motorcycles, etc.):
Membar Cimiver's License Licensz Plata
Niumber Wumber / Stae Madel Year Calor Humber | State

2. OTHER
Do you have full costedy of your child{ren)? Explain the costody armamzements

Have you ever been evicted? Yes Mo If Ves, explain
Eawe you ever been convicted of a felooy™ Tes Mo If Yes, explain
Wil your honsshold be receiving Section 8 remtal assistance at the time of move-m? Yes No

Will your housshold be eligible or are you applying o receive Section 8 rental assistance in the newt 12 months™
Vas o Explain
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Have you ever received rental assisiance? Yes No If Yes, explain

Yes_ MNo_  IfYes, explam

10. SPECIAL NEEDS:
Dipes amyone in your housshold have special neads™ {Y/N)
Special living accommodations required? (YN

Fleaze Explain (Attach additonal pages as nesded):

11. IN CASE OF EMERGENCY, NOTIFY:
Name Address Phone

I'We understand that the above information 15 being collected to determine my/our eligibility for residency. I'We authorize the
owner'manager to verify mformation provided on this application and my signature 13 our consent to ebtain such venfication. I'We certify
that I'we bhave revealed all assets carrently held or previonsly disposed of and that I'we have no other assets than those listed on this form
{other than personal properiy). I'We forther certify that the statements made i this application are froe and complete to the best of my/our
lmowledge and belief and are aware that false statements are punishable under Federal law.

I'We understand that this application and all related inquires will be nsed only for its relevance to screening and occupancy af this Property.

SIGNATURE OF ALL FARTIES TO THIS APFLICATION, 18 YEARS OR OLDER:

Applicant Sipnahare (HEATH Diarte Applicant Prmted Name (HEAD)
Applicant Sipnahare Diarte Applicant Pomied Name
Applicant Sipnahare Diarte Applicant Pomied Name
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Exhibit 7- N
Sample 401 K Verification

TO (Meme & addess) ASSET VERIFICATION
401K

RE:

Applica=s Tozant M Social Securty Mumber Unit # (i axzigned)

I hereby anthorize release of the reguested information

Signeture of Apphcant Tanmnt D2z

The individual named divectly above is an applicant’tenant of a bousing program that requires verification of incomes. The information provided will
remain confidential to satisfaction of that stated purpose ooly. Your proppt respomse is cnacial and greatly aporeciated

Project Cromar hdazagement Agumt

MAIL OF FAY THIS FORM TO:

THIS SECTION TO BE COMPLETED BY 401K ADMINISTRATOR

PLEASE COMPLETE THE FOLLOWING:

Does the employee have aceass to any of the fimds while emploved? Yes No
Ifno, please sign and dare the botrom gf thiz form and return.

If wes, what amount 15 available for withdrawzl? b3
Tnclude only the amownt available for withdrawal Do not includes

aneounts that an emplovee can rake a loan against, but must be repaid.

If thiz amount is zevo, please sign and date the bottom of thiz form and refurn.

What 15 the cwrent market value of the account? i
What is the penalty for withdrawal? £
What are the annual dividends or the cwrent anmaal yreld? b3 or % Ve

401K Admomstrator

Signature: Date
Print vour name: Tel #
Titla

Address

Warnmgz: Section 1001 of Title 18 of the 1.5, Code makes it 3 crmminal offenze to make wallful falsa statements or
misrepresentations to any Department or Agency of the United States as to any matter withon 1ts junsdiction.

April 2007
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Exhibit 7- O
Sample Stocks/Bonds Verification

STOCKS [ BONDS VERTFICATION

TO (Mame & address)

RE:

Applicazs Tezant Mams Social Secunty Number Uhnit £ (1 azcigned)

I hereby authorize release of the reguested infonmation

Signamre of Applcant Tenant D2

The individual named directly above iz an applicant/tenant of a housing program that requires verification of income. The information provided will
remain confidential to satisfaction of that stated purpose only. Your prompt response is cnacial and greatly aporeciated

Projact Covzar Mezageenzor Agunt

MATL OF. FAX THIS FORM TO:

THIS SECTION TO BE COMPLETED BY BROKER OFR AUTHORIZED OFFICTIAL
STOCES

Iame of Stock Conipany:

Current Marker Value minns brokerlegal fees for conversion to cash: §

Total dividends paid in previous 12 months (inchoded even if reinvested): 5

ame of Stock Conipany:

Current Marker Value minns brokerlegal fees for conversion to cash: §

Total dividends paid in previous 12 months (inchoded even if reinvested): 5

BONDS:

IMame of Issning Agent:

Current Marker Value minns brokerlegal fees for conversion to cash: §

Total interest paid in previons 12 months: §

IMame of Issning Agent:

Current Marker Value minns brokerlegal fees for conversion to cash: §

Total interest paid in previons 12 months: §

Sizmabure of Broker or Authonized Official

Signaturs: Date
Print vour name: Tel #
Title

Company Mame

Address

Warning: Secton 1001 of Title 18 of the U5, Code makes it a criminal offense ro make willfil false statements or nusTepresentations
to any Deparmuent or Agency of the United States as to any mater withim its jurdsdiction.

April 2007
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Exhibit 7- P
Sample Unemployment Benefits Verification

UNEMPLOYMENT COMPENSATION VERTFICATION

TO (Wame & address)

RE:

Applica=s Toeant Nama Social Secunty Mumber Uht £ (1 i gned)

I hereby authorize release of the reguested information

Signz=ure of Appbicant Tenant Dz

The individual named directly abowe is an applicant/tenant of a housing program that requires verification of income. The information provided will
remam coofidental to satisfaction of that stated purpose only. Vour prompt response is cmacial aed greathy appreciated

Progact Crozar Mezageensot Agent

MATL OF. FAX THIS FOFM TO:

THIS SECTION TO BE COMPLETED BY UNEMPLOYMENT INSURANCE PROVIDER
Gross weskly pavment: §
Date of Intzal Pavment: Ending Date, if known

I5 the client sntitled fo an extension of benafits? Yes Mo

If ves, for how long?

If no, what 15 the ternunation date of benefitsT

FEMAFRKS:

UNEMPLOYMENT INSURANCE PROVIDER

Signature: Date
Print vour name: Tel #
Tiile

Address

Warmmg: Section 1001 of Title 18 of the U5, Code makes it 2 crmuinal offense to make willful falze statements or
misrepresentations to any Depariment or Agency of the United States as to any matter within its junsdiction.

April 2007
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Exhibit 7- Q
Sample Investment, Pension or Annuity Verification

Investment OR Pension OR Annuity Verification

(To be completad by lnsurance agent)
TO RE

Namea

Sodal Securnitny Mumber

FROM:
Thank yeu for your prompt response. Al information is confidantial.

Please contact

g ) if v have any questions

PEFRMISSION FOR. EELEASE OF INFOBRAATION

You do mot have to sign this form if either the requesting organization of the organization supplying the information is left blanl.
Release: I herelry authorize the release of the requested information. Information obtained under this consent is limited to information that is wo older
than 12 months. There are circumstances, which would require the ewner to venfy information that is up to 5 years old, which would be authorized
by ma om a separate consent, attached to a copy of this consent

Sipnanhms Dizte

| INSURANCE AGENT /ADMINISTREATOR — FLEASE COMPLETE APPLICABLE SECTIONS

Type of accomnt: [ Fixed O Deferred Marke: Value:  §
O WVamable [J Life Swrrender or
O Other Withdrawal Fee: %
Iz this person recetving regular payvments? O Ves O No
If yes, what 1= the gross amount? § per (zircle ong) Month / Quarter / Other
Date benefits began: Effective date of current amount:

Deductions from gross amount for medical insurance premivms:  §
Total amount holder has invested m this accoumnt:

Total amount holder has received in payments to date: $
If no, does the holder receive mierest income? O Yes O Ne O Reinvested into accoumnt
If yes or reinvested into acoount, what 15 the interest rate? “a O Fixed O Varable

Ifvariable, provide current rare.

Is the holder able to withdraw the balance of the anmuty/account? O Ves O Ne
If yes, what is the amount? § What is the tax rate? Yo
What i3 the tax penalty, if any
Is the mndividual reimbursed for medical costs? O Ves O Ne
Signature of Agent’Administrator Date
Prant vour name Tel =
Addrass
City Stz Zip

Warning: Section 1001 of Title 18 of the U.5. Code makes it a criminal offense to make willfil false staternents of misTepresentations
o any Deparmuent or Agency of the United States a3 to suy mater withon its jurbsdicton.

Apmil 2007
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Exhibit 7- R
Sample Student Financial Aid Verification

STUDENT FINANCIAL AID VERIFICATION
TOx (Name & address)

Print Applicant, Tenant MName Social Security MNumber Unit # (if assigmed)

I hereby authorize release of my fnancial aid mformation

Signature of Stndent Applicant/ Tenant Date Student ID#

The individual named directly above is an applicant/ tenant of 2 housmg program that requires verification of income. The information
provided will remain confidential to satisfaction of that stated purpose only. Your prompt response is crucial and greatly appreciated.

Froject Owner /Management Agent

Return Form to:

| THIS SECTION TO BE COMPLETED BY FINANCIAL ATD FROVIDER ANDYOR EDUCATIONAL INSTITUTION |

Fleasz provide the information requested below:

Student Currently attends school: (please civcle one) Full Time Part Time

Total scholarships. grants, etc. (pullic or privats, cxcuding student logns) received is:

Source Amount Beginning Date Ending Date
Scheolarships

Granfs

Cost of Tuition %

Expected Date of Graduation:

I hereby certify that the statements above are true and complate to the best of my knowledge.

Signature Drata
Frint your name: Tel. #:
Title:
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Part Four

How Much Can | Charge My Tax Credit Residents?
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Chapter Eight

Maximum Allowable Rent
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Chapter Eight: Maximum Allowable Rent
_Or_
How much Rent you can Charge a Tax Credit Resident

8-1. Topics Covered in this Chapter

In this chapter, you will learn:

A. How to use the income limit in your minimum set aside to calculate the maximum rent you
can charge a tax credit resident;

B. How to calculate the maximum rent you can charge for a tax credit unit when your owner
commits to using more than one income limit at your property;

C. About the additional rent limitations applicable to a tax credit property when the owner
agrees to deep rent skew;

D. How to determine the correct utility allowance for a tax credit unit;
E. When you can charge rent from an employee who lives at your tax credit property;
F. When a unit must comply with the requirements for other programs, you may not be able to

charge the full tax credit rent.

G. If an owner agrees to use a tax credit unit to house homeless persons or other targeted
populations, they may commit to charging less than the tax credit rent. Always check your
regulatory agreement(s) with HPD and other funding sources for your property.

H. That you may be able to collect more than the tax credit rent when you receive rental
subsidy on behalf of a resident.

8-2. Key Terms to Learn from Reading this Chapter

Deep rent skew

Gross rent

Housing assistance payment (HAP)
Income limit

Maximum allowable rent

Minimum set aside

PRAC

RAP

Rent Supplement

Super unit
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e Tenant rent
e Utility allowance

8-3. How to Calculate Maximum Allowable Rent
In the tax credit program, the maximum allowable rent is based on the unit size and the income
limit the owner commits to in the minimum set aside. The owner uses the income limit to calculate
the maximum allowable rent, called the gross rent. The owner subtracts a utility allowance from the
gross rent to determine the tenant rent, the amount they can charge a resident to live in a tax credit
unit.
Sample Unit
Gross Rent = $1,000
Utility Allowance = $100
Tenant Rent = $900
A. When calculating the gross rent, assume a household size of 1 person for a studio/efficiency
and 1.5 persons per bedroom for other unit sizes.
B. The gross rent for a tax credit unit is 30% of the income limit for the assumed household
size.
Unit Size Gross Rent is 30% of the
Income Limit for
Efficiency/Studio 1 Person
1.5 Persons
1 Bedroom (Average the 1 & 2 person
income limits)
2 Bedroom 3 Persons
4.5 Persons
3 Bedroom (Average the 4 & 5 person
income limits)
4 Bedroom 6 Persons
C. As a courtesy, HPD posts the rents for the tax credit program at

http://www.nyc.gov/html/hpd/html/developers/low_income.shtml
However, it is the owner’s responsibility to use the correct income limit and to not charge
more than the maximum allowed by the tax credit program.
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D. Remember to subtract your utility allowance from the gross rent to determine the tenant rent
for your tax credit unit.

E. An owner is responsible for not charging more rent than allowed by the tax credit program.
However, you may be able to collect more than the tax credit rent when you receive rental
subsidy on behalf of a resident.

Sample Rent Calculations

1-person Income Limit = $30,000
2-person Income Limit = $32,400

Maximum Rent for a Studio Apartment

($30,000 x 30%)/12 months
$9,000/12 months
*$750 = monthly gross rent

Maximum Rent for a 1-Bedroom Apartment

($30,000 + $32,400)/2
$62,400/2
$31,200 = Income Limit for 1.5 Persons

($31,200 x 30%)/12 months
$9,360 /12 months
*$780 = monthly gross rent

*Never round up to the nearest whole dollar when dividing
the maximum annual rent to determine the monthly gross rent.

E. When a unit must comply with the requirements for other programs, you may not be able to
charge the full tax credit rent.

1. If a tax credit unit is rent stabilized, charge the lesser of the rent allowed by the tax
credit program or Rent Stabilization.

2. If a tax credit unit is rent controlled, charge the lesser of the rent allowed by the tax
credit program or Rent Control.

3. If a tax credit unit is also a HOME unit, charge the lesser of the rent allowed by the
tax credit program or the HOME program. See Chapter Twelve for more information
about the HOME program.
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8-4.

8-5.

4. If an owner agrees to use a tax credit unit to house homeless persons or other
targeted populations, they may commit to charging less than the tax credit rent.
Always check your regulatory agreement(s) with HPD and other funding sources for
your property.

Sample Rents

If the tax credit rent is $1,000 and the HOME rent is $300,
charge no more than $800.

If the tax credit rent is $1,000 and rent stabilized rent is $1,200,
charge no more than $1,000.

If the tax credit rent is $1,000, and the unit is part of a set aside for formerly homeless
persons not paying more than 30% of their income for rent, charge the lesser of $1,000 or
30% of the resident’s income.

Calculating Maximum Allowable Rent in Properties with Multiple Set Asides

The maximum allowable rent for each tax credit unit is based on its income limit. If your owner
commits to more than one set aside, use the income limit that applies to each unit to calculate its
maximum rent.

A. If a resident must qualify at 60% of AMI, calculate the maximum rent using 60% of AMI for
the assumed household size.

B. If a resident must qualify at 50% of AMI, calculate the maximum rent using 50% of AMI for
the assumed household size.

C. If a resident must qualify at 40% of AMI, calculate the maximum rent using 40% of AMI for
the assumed household size.

Rent Limitations for a Property if the Owner Agrees to Deep Rent Skew

When an owner agrees to deep rent skew, they commit to renting 15% of their tax credit units to
households who qualify with an annual income of no more than 40% of AMI.

A. Since a household must qualify at 40% of the AMI to live in a deep rent skew unit, calculate
its maximum rent using 40% of AMI for its assumed household size.
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B. For the remaining tax credit units, calculate the maximum rent using the applicable income

limit.
1. If a resident must qualify at 60% of AMI, calculate the maximum rent using 60% of
AMI for the assumed household size.
2. If a resident must qualify at 50% of AMI, calculate the maximum rent using 50% of
AMI for the assumed household size.
C. Many deep rent skew properties include both tax credit and market rent units. The average

rent charged for the market rent units must be at least double the average rent charged for
the tax credit units of the same unit size.

Sample Property

100 Two-Bedroom Units
20% @ 50% Minimum Set Aside
Owner Commits to Deep Rent Skew
20 Tax Credit Units and 80 Market Units
2-Bedroom Tax Credit Rent = $1,000

Owner must charge at least $2,000 for the market units
to collect the $1,000 tax credit rent.

8-6. How to determine the Correct Utility Allowance for your Tax Credit Unit

The applicable utility allowance for a unit depends on the other housing programs providing
assistance to the resident or the property.

A. For a property that is regulated by HUD, use the HUD approved utility allowance to calculate
the tax credit tenant rent. The types of HUD-regulated properties include:

1. Section 236;

2. Section 202;

3. Section 221(d)(3) BMIR;
4. Rent Supplement;

5. Section 202 PRAC;

6. Section 811 PRAC; and
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8-7.

7. Project-based Section 8.

For a public housing unit, use the utility allowance approved by the PHA administering the
occupancy subsidy to calculate the tax credit tenant rent.

For a resident receiving rental subsidy through the HCV or Work Advantage programs, use
the utility allowance approved by the housing authority, (usually HPD or NYCHA),
administering the subsidy.

For a property that is not regulated by HUD, calculate the utility allowance for your tax credit
units as HPD would if your residents were receiving rental subsidy through the HCV
program.

Charging an Employee Rent to live in a Tax Credit Unit

An owner may allow an employee to live in a unit at a tax credit property under the conditions
discussed below. Whether or not the employee must qualify for the tax credit program and how
much rent they can pay depends on the unit in which they live.

A.

For any unit, comply with all fair housing requirements when you allow an employee to live
at your property. For example, do not let an employee jump ahead of other applicants on
your waiting list for your tax credit or market units.

For a market unit:

1. An employee does not need to qualify for the tax credit program because the owner
does not expect the unit to generate a tax credit; and

2. You may charge the employee any rent allowed by law.
For a tax credit unit:

1. An employee must qualify for the tax credit program under the applicable income limit
and the full time student rule; and

2. You may not charge them more than the tax credit rent.

3. You must include any portion of the tax credit rent you do not charge an employee in
their annual income to qualify them for the unit.

Note: Check with your owner or supervisor before renting a market unit or a tax credit unit
to an employee. If you terminate their employment, you may have a dissatisfied, former
employee living at your property for an extended period of time.
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D. For a Super Unit:

1. An employee does not need to qualify for the tax credit program; and
2. You must not charge the employee rent to live in the unit.
3. Although a Super Unit is not included in a building’s applicable fraction, it is usually

included in the eligible basis and your owner expects it to generate a tax credit. Your
Super Unit will not be included in eligible basis, and will not generate a tax credit, if
you charge rent for its use.

8-8. Maximum Revenue when a Resident Receives Rental Subsidy

When a resident receives help paying their rent through a government program, you may collect
more revenue for their unit than generally allowed by the tax credit program.

A. When a resident receives a housing assistance payment (HAP) through the HCV or Work
Advantage programs, or through the project-based Section 8, RAP, Rent Supplement or
PRAC programs, you may collect total revenue exceeding the tax credit rent.

B. The rent you collect on a unit may exceed the maximum tax credit rent as long as you
receive at least $1 in rental subsidy on their behalf.

C. You may not charge the resident more than the maximum tax credit rent if you stop
receiving rental subsidy for them for any reason.

D. HPD or NYCHA may create a project-based voucher (PBV) by attaching some of their
funding for the voucher program to specific units in a specific building. HPD or NYCHA
must approve an applicant for the PBV program for these units.

1. If a PBV unit is also a tax credit unit, you must qualify an applicant for the tax credit
program before they can occupy the unit.

2. HPD or NYCHA approve the rent they will subsidize for a unit through a PBV. They
may approve a rent that is more than the tax credit rent for a tax credit unit covered
by a PBV.

E. The HOME program does not allow an owner to collect more than the HOME rent, even
when they receive rental subsidy for a resident. For a HOME/tax credit unit, the maximum
rent the owner may collect from the resident and the subsidy program is the HOME rent.
Read Chapter 12 of this Compliance Manual for guidance on applying the HOME program
at your property.
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8-9. Do This!

A. Remember to subtract the correct utility allowance from the gross rent to calculate the
maximum tenant rent for a tax credit unit.

B. Remember that the amount of rent you can charge depends on the income limit you use to
qualify a household to live in a unit.

C. Qualify an employee’s household before allowing them to live in a unit included in eligible
basis that is not a Super Unit.

8-10. Don’'t Do This!

A. Collect revenue exceeding the tax credit rent if the resident does not receive rental subsidy.

B. Assume a household that receives rental subsidy is automatically eligible for your tax credit
unit.

C. Forget that you need documentation showing a person on rental subsidy is qualified before

you allow them to occupy a unit.

D. Charge rent to an employee who lives in a Super Unit if the unit has been included in the
building’s eligible basis.
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Chapter Nine

Charges in Addition to Rent
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Chapter Nine: Charges in Addition to Rent
_Or_
What You Can Charge a Tax Credit Resident
Besides Their Rent

9-1. Topics Covered in this Chapter

In this chapter, you will learn when you can charge:

A. A refundable deposit from an applicant or resident of a tax credit unit;
B. A one-time fee from an applicant for a tax credit unit; and
C. Rent for the use of the common areas at your tax credit property.

9-2. Key Terms to Learn from Reading this Chapter

Application fee
Common areas
Eligible basis
One-time fees
Refundable deposit
Rent

9-3. Refundable Deposits

So long as they are not more than the deposits required from a market resident, an owner may
charge a tax credit applicant or resident:

A. A refundable security deposit;
B. A refundable pet deposit; and

C. Other refundable deposits as allowed by the funding sources for the property, NY and NYC
law.

9-4. One-Time Fees

So long as they are not more than the fees required from a market applicant, an owner may charge
an applicant for a tax credit unit:
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A. An application fee;
B. A fee to process a credit report; and,
C. Other fees as allowed by the funding sources for the property, NY and NYC law.

9-5. Charging Residents for Using Common Areas

An owner includes in eligible basis those development costs for a building that are eligible to

generate a tax credit.

A. You may not charge a fee (rent) for the use of any part of a building’s common area that is

in its eligible basis including:

1. A parking space;

2. A storage unit; or,
3. A community room.
4. If your super is living in a Super Unit, you may not charge them rent. A Super Unit is

considered part of a building’s common area included in eligible basis.

B. If a resident elects to use a part of a building’s common area not included in its eligible

basis, you may charge a fee (rent) for using

1. A parking space;

2. A storage unit; or,
3. A community room.

C. If you allow pets at your property, you may charge a tax credit resident pet rent if it is not
more than you charge a market resident. Ensure your pet policies comply with NY state and
NYC law.

9-6. Do This!

A. Ask your owner for a list of what they included in eligible basis.

B. Charge an application fee unless the rules for other funding sources at your property forbid
it.

C. Charge a refundable cleaning deposit for the use of your community room if it is included in
eligible basis.
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D. Establish a program to organize the parking in your parking lot, without charging parking
rent, if it was included in eligible basis.

E. Establish a program to organize the use of your storage units, without charging storage rent,
if they were included in eligible basis.

9-7. Don’t Do This!
A. Charge parking rent if your parking lot or parking garage was included in eligible basis.

B. Charge storage rent if your storage units were included in eligible basis.

C. Charge the super rent if they are living in a Super Unit.

D. Charge ANYONE rent for the use of your community room, if it was included in eligible
basis.
E. Charge any fee, rent or deposit not allowed by NYC or NY state law.
F. Charge any fee, rent or deposit not allowed by another funding source for your property.
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Part Five

How Do | Keep My Property in Compliance
Through a Long Compliance Period?
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Chapter Ten

Ongoing Compliance Requirements
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Chapter Ten: Ongoing Compliance Requirements
_Or_
What You Must Do Every Year to Avoid an
8823 Form for Your Property

10-1. Topics Covered in this Chapter
In this chapter, you will learn:
A. That you must recertify your tax credit residents every yeatr,

B. That you may apply to the IRS for a waiver from completing recertifications for a100% tax
credit building;

C. How to implement the 140% rule when you recertify your tax credit residents;

D. How to implement the 170% rule when you complete recertifications at a deep rent skew
property;

E. How to implement the Available Unit Rule; and

F. How to implement the Available Unit Rule at a deep rent skew property.
10-2. Key Terms

Annual recertification
Available unit rule
Deep rent skew
Over-income resident
Recertification waiver
140% rule

170% rule

10-3. Annual Recertifications

You must recertify your tax credit residents every year. Through a recertification, you re-assess
resident’s eligibility for the program by comparing their annual income to an income limit and
documenting their compliance with the full-time student rule.
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You must recertify a tax credit resident every year within 120 days prior to the effective date
of their original TIC.

The effective date of a resident’s initial TIC is the day they occupied their unit.

If a resident was in-place when the owner acquired the building, the effective date of their
original TIC is,

1. The date of acquisition, if you complete the TIC within 120 days of acquisition. You
must use the resident’s income and income limit in effect when your owner acquired
the building.

2. The day the last adult household member signs the TIC if you complete it more than
120 days after acquisition.

Sample Recertification Effective Date
Initial TIC Effective Date of July 15, 2006.

The owner must recertify the resident every year
between March 15" and July 15™.

If a resident receives a form of subsidy that requires them to report for an annual
recertification, so long as you do not go longer than 12 months between completing their
recertifications, you may match your tax credit recertification schedule to their recertification
schedule for the subsidy program.

Examples

If a resident receives rental subsidy through the HCV or Work Advantage programs,
you may recertify them effective the same date HPD or NYCHA completes their
recertification for the voucher program.

If a resident receives project-based Section 8 rental subsidy,
you may complete their tax credit recertification effective the same date you complete their
Section 8 recertification.

If a resident lives in a Section 236 property, you may complete their tax credit recertification
effective the same date you complete their Section 236 recertification.
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10-4

10-5.

Recertification Waivers for 100% LIHTC Buildings

The owner of a 100% tax credit building may apply for a waiver from completing annual
recertifications. An owner must submit Form 8877 to HPD for every 100% tax credit building for
which they want a waiver. Submit your request in writing to the Director of the Tax Credits and
Compliance Unit at HPD. If the building received HOME funds, you must continue to complete
recertifications for the HOME program.

You can find the contact information for the HPD Tax Credits and Compliance Unit in Exhibit 2-F of
this manual. You can find Form 8877 as Exhibit 10-A at the end of this chapter.

A waiver relieves an owner from completing annual income certifications, not annual owner
certifications. Moreover, an owner with a recertification waiver must continue to implement the full-
time student rule for all tax credit units as described in Paragraph 10-7 below.

A waiver relieves you from completing recertifications only at the building covered by the waiver.
You must continue to complete recertifications at all other tax credit buildings and properties.

Before signing an owner’s request for a recertification waiver, and sending it to the IRS for final
approval, HPD

A. Verifies the building has no outstanding incidents of noncompliance;

B. Verifies the property including the building has no outstanding incidents of noncompliance;
and

C. Performs a due diligence review of the owner’s compliance with other agreements with
HPD.

The 140% Rule

When you recertify a tax credit resident, you must implement the 140% rule.

A. At a recertification, you must compare a household’s annual income to 140% of the current
income limit for their current household size.

Sample 140% Rule

1-person Applicant Income Limit = $30,000
$30,000 x 140% = $42,000
1-person Recertification Income Limit = $42,000

B. If you find that a resident’s income is not more than 140% of their current income limit, they
remain eligible for the tax credit program.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

137



C. If you find a resident’s income is more than 140% of their current income limit, they are over-
income for the tax credit program. They do not need to move from their unit.

D. When you find a resident is over-income, you must implement the Available Unit Rule. You
will learn how to implement this rule later in this chapter.

10-6 The 170% Rule for Deep Rent Skew Properties

When you recertify any tax credit resident at a deep rent skew property, you must implement the
170% rule.

A. At a deep rent skew property, you must compare a household’s annual income to 170% of
the current income limit for their current household size.

Sample 170% Rule

1-person Applicant Income Limit = $30,000
$30,000 x 170% = $51,000
1-person Recertification Income Limit = $51,000

B. If you find that a resident’s income is not more than 170% of their current income limit, they
remain eligible for the tax credit program.

C. If you find a resident’s income is more than 170% of their current income limit, they are over-
income for the tax credit program. They do not need to move from their unit.

D. When you find a resident is over-income, you must implement the Available Unit Rule. You
will learn how to implement this rule at a deep rent skew property later in this chapter.

10-7 Implementing the Full-Time Student Rule at an Annual Recertification

At a recertification, you must verify a household continues to comply with the full-time student rule.

A. If a household no longer complies with the full-time student rule, their unit stops generating a
tax credit.

1. In a 100% tax credit building, your owner expects every unit to generate a tax credit.
You must take appropriate action to relocate any resident who no longer complies
with the full-time student rule or fails to provide information you need to complete a
recertification.

2. In a mixed-income building, you can rent another unit to a resident you qualify for the
tax credit program. Their unit can take the place in the applicable fraction of the unit
out of compliance with the full-time student rule.
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B. Use the HPD required form to verify a household’s compliance with the full-time student
rule.
C. Your lease should include a provision, either within the lease or as an addendum that allows

you to ask a household to move from their unit, and seek an eviction if necessary, if they no
longer comply with the full-time student rule.

10-8 Changes in Household Composition

At a recertification, you may discover a change in a household’s composition.

A. If at least one of the original household members remains in the unit, you may approve new
members. Certify the income of the new resident and add their income to that on the
household’s most recent TIC. If the household’'s income is more than 140% of their income
limit, implement the Available Unit Rule, as discussed below.

B. If none of the original household members remain in the unit, you must complete an initial
certification of eligibility for the current residents.

10-9 The Available Unit Rule

When you find a resident’s income has risen above 140% of their current income limit, you must
implement the Available Unit Rule.

A.

When you find an over-income resident at your property, the Available Unit Rule requires
you to:

1. Rent the next (or currently) available unit of comparable or smaller size in the same
building to a resident you qualify for the tax credit program; and

2. You must continue to rent all units of comparable or smaller size that become vacant
in the same building to qualified residents until the floor space applicable fraction is at
least equal to the size of the credit allocation the owner received for the building.

Remember that both the unit and the floor space applicable fractions for a building must be
sufficient to support the tax credit expected by the owner. If the owner expects 80% of a
building to generate a tax credit, maintain both the unit and floor space fractions at no less
than 80%.

As long as you need a unit occupied by an over-income resident to generate a tax credit, do
not raise their rent above the maximum allowed by the tax credit program. Note:
Regardless of whether the unit is needed to generate a tax credit or not, you must still follow
rent stabilization.
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10-10

D. In a 100% tax credit building, your owner expects every unit to generate a tax credit.
Regardless of what you discover about a resident’s income, do not raise their rent above the
maximum allowed by the tax credit program.

E. Use the certified rent roll/compliance map provided in Exhibit 7D to track the impact of the

Available Unit Rule on the applicable fraction for each building at your property.

The Available Unit Rule for Deep Rent Skew Properties

When an owner commits to deep rent skew, they agree to rent 15% of their tax credit units to
residents who qualify at 40% of AMI.

A.

When you find a resident’s income has risen above 170% of their current income limit, you
must implement the Available Unit Rule.

1. Rent the next (or currently) available tax credit unit at your property to a resident you
qualify at 40% of the AMI; and

2. Maintain the same units as your tax credit units throughout the compliance period.

Note: In Paragraph 10-9 you read about implementing the Available Unit Rule in properties
when the owner did not agree to deep rent skew. In most mixed income buildings the tax
credit units must float. When finding a resident’s income has increased above 140% of their
current income limit, you must rent the next (or currently) available unit of comparable or
smaller size in the same building to a tax credit resident. A unit may have previously been a
market unit but if it is the next available unit, you must rent it to a resident you qualify for the
tax credit program. When an owner commits to deep rent skew, the tax credit units cannot
float. When finding a resident’s income has increased above 170% of their current income
limit, you must rent the next (or currently) available tax credit unit to a household with
income no more than 40% of AMI. The tax credit units remain fixed throughout the
compliance period.

Some properties in NYC are referred to as “80/20” properties. At these properties
1. 80% of the units are market units;
2. 20% of the units are tax credit units; and

3. The owner commits to deep rent skew, so the tax credit units remain the same
throughout the compliance period.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

140



10-11.

Implementing the Available Unit Rule at Properties with Multiple Income Limits

If an owner commits to using more than one income limit, they may need to rent some units to
households at 60% of AMI and some units to households at 50% of AMI. Note: there may be
additional income limits based on the regulatory agreement.

A.

10-12.

10-13.

For the Available Unit Rule:

1. If a household qualified for their unit at 50% of AMI, compare their income to 140% of
their current 50% of AMI limit.

2. If a household qualified for their unit at 60% of AMI, compare their income to 140% of
their current 60% of AMI limit.

If you find the income of a household who originally qualified at 50% of AMI has increased
above 50% of AMI, you may count them as a 60% of AMI household after you rent another

unit to a new 50% of AMI household. You may increase the original household’s rent to that
charged for 60% of AMI units when legal to do so.

Do This!

Remember that in most mixed income buildings, the tax credit units float. They must float
for you to correctly implement the Available Unit Rule.

Use the HPD-recommended compliance map for tracking the impact of the Available Unit
Rule on your building’s applicable fraction.

Use a tickler system to track the effective dates for your residents’ annual recertifications.

Don’t Do This!

Forget to track the impact on a building’s applicable fraction when you rent a smaller unit to
a tax credit resident when implementing the Available Unit Rule.

Forget that when you deep rent skew, your tax credit units are fixed and remain the same
throughout the compliance period.
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Exhibit 10-A
Form IRS-8877

8377 Request for Waiver of Annual Income Recertification

I':;“J arom Requirement for the Low-Income Housing Credit M Ho. 16451862
: ¥ 20 * 826 Instructions on back.
Dupartmant of 1ha Trasury
niemal Revenis Sardca Mite: To be usad ony fov 100% Ow-Ncome buidings.
Certification (Mote: The building ownar must aiso complefe Part Il on page 3)

Mame of bulding ar project Mamsa of bulkding cener
Straat address of DUIDNg of prajct Street aodress of bulding oaTREr
CHy, stats, ard ZIP code City, stats, and ZIF code
Eulling IZentifization names=r 21k Tarpaysr Igenifization number

Az the bulkding cwner, | cartity that:

® | am applying for the annual Income racertifcation walver provided for In section 42g)(5KB)

# Each bulkdng listed onthis fom, and In any attsched statament, = a 100% loa-Income bullding (=22 Who May Flle on page 2 for the meaning
of 100% kya-Income bulkdng); and

® | have read ard understand the Effects of Obtaining a Walver In the Instrucions on page 2.

Under panaiss of pafjury, | dectars that the foregeing statements and Irformation are tnue, comact, and complets to 1he best of my knowlkdge
f.

and bella
Bignalure of bulding saner This Dala
Typa or prirk nams Tedephone numbsr

Additional BINs jcontinus in same fomat on an ettached statement if necessany)

Attestation and EKE'ITIFI‘“DI'I B'g' HDIJE"'IQ Cradit AQH'IIL‘T

Az Bn authorzed offizlal of the howsing credit agancy named teko, | certfy that

# Tha agancy ks respansible for the manitoring of each bulldng to which this walver requast applas;

t-nsabclzjtl-.g#ép;qdusm an this form, and i any atached statement, was a 100% kow-ncome bulding at tha end of the most recant credit vear for
& Tha agenla' E‘IGITIFIE the t‘.llﬂ|l1g owner fram annual Income recartifications as FI'EMIJEG In Aew. Proc, 2004-38, effective on the data of RS
Epprwal ol the wakar.

ﬁgﬁp:{samas of parjury, | declars that the Toregoirg statemeants and Information are e, comact, and complets to the best of my knowlksdge

Hama of hoising cradt agency Blgnaiure of athorized oinclal

[z Hama [plkass byps or prin)
IR% APPROVAL—IRS Use Only

Signature of suthorized oificial THiz Effeciive dabe of wakier

For Privacy Act and Papsraork Reduction &ct Notlce, sse page 2. Cat. Mo, 32120F Fomn S8TT (Fev. 12000

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

142



Chapter Eleven

The Vacant Unit and Transfer Rules
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Chapter Eleven: The Vacant Unit and Transfer Rules
_Or_
How a Vacant Unit Can Generate a Tax Credit and When You Can Move a
Resident at a Tax Credit Property

11-1. Topics Covered in this Chapter

In this chapter, you will learn:

A. That units you have never rented to either a tax credit resident or a market resident are
considered “empty” units;

B. You will learn how to keep a vacant unit generating a tax credit while you prepare it for a
new resident;

C. You will learn the impact of transferring a resident to another unit in the same building; and

D. You will learn the impact of transferring a resident to another building at the same property.
11-2. Key Terms to Learn from Reading this Chapter

BIN Number
Building
Empty unit
Transfer
Vacant unit

11-3. Empty Units

A unit you have never rented to either a tax credit resident or a market resident is considered an

empty unit.

A. A unit never occupied by a qualified resident cannot generate a tax credit.

B. A unit begins to generate a tax credit the first time it is occupied by a qualified resident.
C. If a unit has been in service an entire calendar month, it can generate a tax credit if

occupied by a qualified resident by the end of the month.
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11-4. The Vacant Unit Rule

A unit last occupied by a qualified resident can generate a tax credit if you follow the Vacant Unit

Rule.
A. A vacant unit will continue to generate a tax credit if:
1. You prepare it for occupancy as quickly as possible; and
2. You implement reasonable marketing activities to rent it to a new tax credit resident.
B. An owner cannot ignore a vacant unit and claim a tax credit for it.
C. You should maintain documentation to show that
1. You follow policies that support the rapid turnover of your vacant tax credit units; and
2. You implement marketing activities that are reasonable for your property.
D. When you have both vacant tax credit and market units, you can lease your market units

only if you can show compliance with the Vacant Unit Rule.

E. Establish a file that shows your compliance with the Vacant Unit Rule including:
1. Maintaining a waiting list of interested applicants;
2. Maintaining a pool of qualified applicants;
3. Maintaining a log tracking preparation of your vacant units;
4. Prioritizing your vacant units in the maintenance program for your property; and

5. Maintaining strong contacts with the HCV programs at both HPD and NYCHA.

11-5. The Transfer Rule

When a resident at a tax credit property transfers, the two units involved in the transfer exchange

their status as either a market or tax credit unit. A tax credit resident:

A. May transfer to another unit in the same building without re-qualifying for the tax credit
program;
B. May transfer to another building at the same property if their income is not more than 140%

(170% in a deep rent skew property) of their income limit;
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C. Takes their tax credit status, lease, income certification, including its effective date, to their
new unit.

Note: You need to know how “the property” is defined. An owner receives a Form 8609 for
each building from HPD. Before submitting a Form 8609 to the IRS, the owner notes
on Line 8b if the building represented by the form is part of a property that includes
other buildings.

a. If a building is not part of a multi-building property, you cannot transfer a
resident to any other building. If a resident wants to move into another
building, you must qualify them again for the tax credit program by completing
a new, initial certification of eligibility.

b. If a building is part of a multi-building property, so long as their income is not
more than 140% of their current income limit, a resident may transfer to any
other building listed as part of the same property on its 8609 form.

An owner is responsible for providing management with the
8609 forms for the buildings at their property. HPD will not be responsible for telling
managers which buildings comprise a property.

11-6. Do This!
A. Establish a file to maintain the documentation of your compliance with the Vacant Unit Rule.
B. Verify a resident’s income is not more than 140% of their current income limit (170% in a
deep rent skew property) before you allow them to transfer to another building at your
property.
C. Know that a building a resident wants to transfer to is part of the same property before

approving the transfer.

D. Use your compliance map to calculate the impact on the applicable fraction before allowing
a resident to transfer within or between mixed-income buildings.

11-7. Don’t Do This!

A. Allow a household to move into another building at your property if their income is more than
140% of their current income limit.

B. Ignore a vacant unit if you want it to generate a tax credit.

C. Forget that no unit can generate a tax credit until it is occupied the first time by a resident
you certify eligible for the tax credit program.
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Part Six

How Do | Comply with the Tax Credit
Program When | have So Many Other
Requirements to Meet at My Property?
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Chapter Twelve

Applying the Requirements of
the HOME Program
ata
Tax Credit Property
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Chapter Twelve: Applying the Requirements of the HOME Program at a

Tax Credit Property
_Or_
How to Meet Your HOME Requirements and Your
Tax Credit Requirements at the Same Time

STOP: This chapter applies only to tax credit
properties with HOME funds. If you do not have HOME
funds, you do not need to read further, but know
it is here for you if you manage a property
with HOME funds in the future.

12-1

Topics Covered in this Chapter

In this chapter, you will learn:

A.

B.

The importance of the HOME Written Agreement;
The importance of the HOME Project Completion Report;
The difference between your low HOME and high HOME units;

About the HOME income limits and how to know the correct income limit when you have
HOME funds at a tax credit property;

About the rents you may charge for your HOME units and how to charge the correct rent
when you have HOME funds at a tax credit property;

The rules to follow when certifying an applicant eligible for a HOME/tax credit unit;
The recertification requirements for your HOME/tax credit residents;

How to implement the Available Unit Rule when you have HOME funds at a tax credit
property; and

About HPD’s compliance monitoring activities for a HOME/tax credit property.

To provide all notices required by NYC law, and Rent Stabilization when applicable, before

increasing a resident’s rent.
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12-2 Key Terms to Learn from Reading this Chapter

Available unit rule

Fair market rent

High HOME unit

High HOME rent

HOME Project Completion Report
HOME Written Agreement
Low HOME unit

Low HOME rent

Period of affordability

Post completion monitoring
Utility allowance

12-3 The HOME Written Agreement

The owner of a property with HOME funds signs a HOME Written Agreement with HPD and agrees

to the following terms:

A. The number of HOME units;

B. The number of HOME units by unit size;
C. The number of low HOME units;

D. The number of high HOME units;

E. The initial rents to be charged for the HOME units; and

F. The period of affordability during which the owner must comply with the requirements of the

HOME program.

This chapter focuses on applying the HOME requirements at a tax credit property. For a complete

discussion of the HOME program as administered by HPD, go to
http://www.nyc.gov/html/hpd/html/developers/low income.shtml

12-4 The HOME Project Completion Report

The owner of a property with HOME funds submits a HOME Project Completion Report within 120

days of requesting their final drawdown of HOME funds. The owner must provide the HPD
program that funded the project (e.g. NEP, NRP, Special Needs Housing, etc.) the following
information:
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A. A certified rent roll designating which units are low HOME units and which units are high

HOME units;
B. Tenant income certifications for the residents living in the HOME units; and
C. The income limit and rent that applies to each HOME unit.
12-5 Low HOME Units and High HOME Units

Every property with five (5) HOME units has both low HOME and high HOME units.
A. For a unit to qualify as a low HOME unit, the resident must
1. Qualify with income not exceeding 50% of AMI; and

2. Pay no more than the low HOME rent.

3. For a unit to qualify as both a low HOME and a tax credit unit, the resident must
a. Qualify at the lesser of the low HOME or tax credit income limit; and
b. Pay the lesser of the low HOME rent or tax credit rent.

Sample LOW HOME / Tax Credit Unit

HOME income limit is $30,000
Tax credit income limit is $32,000
HOME maximum rent is $800
Tax credit maximum rent is $1,000

A resident may qualify with income of no more than
$30,000 and pay no more than $800 for rent.

B. For a unit to qualify as a high HOME unit, the resident must

1. Qualify at the high HOME income limit as required in the property’s HOME Written
Agreement, generally, 60% of AMI and

2. Pay no more than the high HOME rent.
3. For a unit to qualify as both a high HOME and a tax credit unit, the resident must

a. Qualify at the lesser of the high HOME or tax credit income limit; and
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b. Pay the lesser of the high HOME rent or tax credit rent.

Sample HIGH HOME / Tax Credit Unit

HOME income limit is $34,000
Tax credit income limit is $32,000
HOME maximum rent is $1,050
Tax credit maximum rent is $1,000

A resident may qualify with income of no more than
$32,000 and pay no more than $1,000 for rent.

C. An owner planning to benefit from 9% credits who received a HOME loan at a below-market
interest rate must agree to:

1. Rent twenty-five percent (25%) of all the units (including market rate unts) in every
HOME assisted building to residents who qualify at 50% of AMI and pay no more
than the low HOME rent; and

2. Rent the remaining HOME units to residents who qualify at 60% of AMI and pay no
more than the high HOME rent.

3. This is the typical financial structure for a property receiving both HOME funds and
low income housing tax credits through HPD. Check your HOME regulatory
agreement, with your developer and with your syndicator on whether your owner
received a below-market rate HOME loan and expects to generate 9% tax credits.

Sample HOME / Tax Credit Property
25% @ 50% Set Aside

2 buildings with 12 total units in each
6 fixed HOME units in each

3 (12 x 25%) units per building must be
rented to residents who qualify at 50% of AMI

3 remaining HOME units per building may be
rented to residents who qualify at 60% of AMI
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12-6 Maximum Allowable Rent

You may not charge more than the HOME rent for any HOME unit.

A. For a low HOME unit, the owner may charge either
1. Thirty percent (30%) of the annual income of a household with income at 50% of AMI;
or

2. Thirty percent (30%) of the adjusted income of the household occupying the unit.

Note: A household’'s adjusted income is calculated using the rules for adjusted income (not gross
annual income) for the project-based Section 8 program found in Chapter 5 of the 4350.3 HUD
handbook. You can find a link to Chapter 5 in the Appendix of this manual. Generally, HPD’s
regulatory agreements require that an owner with HOME funds charge 30% of the annual income
of a household with income at 50% of AMI for their low HOME units.

B. For a high HOME unit, the owner may charge the lesser of
1. The HUD-published fair market rent (FMR) for NYC for the unit size; or

2. Thirty percent (30%) of the adjusted income of a household with income at 65% of
AMI.

C. HPD posts the low-HOME and high-HOME rents at
http://www.nyc.gov/html/hpd/html/developers/low income.shtml

D. For a HOME/tax credit unit, charge the lesser of the HOME or tax credit rent.

E. Your HOME Written Agreement may require you to charge less than the maximum HOME
rents for your HOME units.

F. Unlike the tax credit program, the HOME program does not allow you to collect more than
the HOME rent for a resident on the HCV or Work Advantage programs. The rent paid by
the resident plus their subsidy payment may not exceed the HOME rent.

Sample HOME / Tax Credit Unit with Voucher Resident

HOME rent is $800
Tax credit rent is $1,000
Maximum rent voucher will subsidize is $800

Resident pays $500 for rent
HAP from voucher program is $300
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12-7

12-8

Maximum revenue owner collects is $800

Initial Certifications

Use the following rules to complete an initial certification for an applicant for a HOME/tax credit
unit.

A. Calculate the household’s annual income using the rules discussed in Chapter Six for both
the HOME and tax credit programs.

B. Compare the applicant’s annual income to the lesser of the HOME or tax credit income limit
for their household size.

C. Certify the household eligible under the tax credit full time student rule discussed in Chapter
Six.

D. Use the required verification forms provided in Chapter Seven to verify a household’s
eligibility for the HOME and tax credit programs.

1. Because the HOME program does not allow a household with assets of not more
than $5,000 to self-certify the income from their assets, you must do a review of
documents to verify their asset income.

2. You must verify the income from assets through a third party, or document in the
resident file why you were unable to do so, for any resident with assets totaling more
than $5,000.

E. Sign a lease that lasts at least twelve (12) months. If the unit is rent- stabilized, meet all the
leasing requirements for Rent Stabilization.

Annual Recertifications

Through a recertification, you re-assess a resident’s eligibility for the tax credit and HOME
programs by comparing their annual income to an income limit and documenting their compliance
with the tax credit full time student rule.

A. Both the HOME and tax credit programs require you to recertify your residents every year.

B. Complete a resident’s annual recertification within 120 days prior to the effective date of their
initial certification.
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Type of Resident Recertification Income Limits

Low HOME / Tax e For the HOME program, compare
Credit their income to 50% of AMI

e For the tax credit program, compare
their income to 140% of their
current income limit

High HOME / Tax e For the HOME program, compare
Credit their income to 80% of AMI

e For the tax credit program, compare
their income to 140% of their
current income limit

C. Unlike the tax credit program, the HOME program does not allow you to receive a waiver
from completing recertifications.

1. You may apply for a waiver from completing recertifications for the tax credit
program.
2. You must continue to complete recertifications, using the standard TIC provided in

Chapter Seven, but may use the looser verification requirements allowed by the
HOME program.

a. You may accept resident statements to document the information necessary to
complete the HOME recertification.

b. Every sixth year you must obtain documentation from the residents and
complete a review of documents as discussed in Chapter Seven.

12-9 The Available Unit Rule

Based on what you discover about a HOME/tax credit resident’s income at a recertification, you
must implement the Available Unit Rule.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 156
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




Available Unit Rule for a LOW HOME / Tax Credit Resident

If their Income is Now

Do This

< 50% of AMI

&

< 140% of LIHTC Limit

Nothing

You do not need to implement the Available Unit
Rule

> 50% of AMI but
< 80% of AMI

&

< 140% of LIHTC Limit

Rent next available HOME unit to a low HOME
Resident

Change from low HOME to high HOME resident
Increase to the lesser of the high HOME or tax
credit rent when legal to do so

If next available HOME unit is a tax credit unit,
qualify the new resident as a tax credit resident
and charge the lesser of the low HOME or the tax
credit rent

> 50% of AMI but
< 80% of AMI

&

> 140% of LIHTC Limit

Rent next available HOME unit to a low HOME
resident and qualify as a tax credit resident if also
a tax credit unit

Change from low HOME to high HOME resident
Increase to the lesser of the high HOME or tax
credit rent when legal to do so

Rent next available comparable or smaller unit in
the same building to a tax credit resident and
HOME qualify the resident if also a HOME unit

> 80% of AMI

&

> 140% of LIHTC Limit

Don’t charge more than the tax credit rent if the
unit is expected generate a tax credit

Rent next available HOME unit to a low HOME
resident and qualify as a tax credit resident if also
a tax credit unit

Rent next available comparable or smaller unit in
the same building to a tax credit resident and
HOME qualify the resident if also a HOME unit
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Available Unit Rule for a HIGH HOME / Tax Credit Resident

If their Income is Now Do This
< 80% of AMI ¢ Nothing
& e You do not need to implement the Available Unit
Rule

< 140% of LIHTC Limit

> 80% of AMI e Charge no more than the tax credit rent
¢ Rent next available HOME unit to low or high
& HOME resident as necessary to comply with
HOME Written Agreement
< 140% of LIHTC Limit e Qualify new HOME resident as a tax credit

resident if also a tax credit unit
e Charge the lesser of the HOME or tax credit rent
for a HOME/tax credit unit

> 80% of AMI e Charge no more than the tax credit rent if the unit
IS expected to generate a tax credit
& e Rent next available comparable or smaller unit in
the same building to a tax credit resident and
> 140% of LIHTC Limit HOME qualify the resident if also a HOME unit

e Rent next available HOME unit to a low or high
HOME resident as necessary to comply with
HOME Written Agreement and tax credit qualify
the resident if also a tax credit unit

e Charge the lesser of the HOME or tax credit rent
for a HOME/tax credit unit

< 50% of AMI e May become a low HOME resident only if initially
qualified as low income.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.

158



12-10 HPD HOME Compliance Monitoring Activities

Generally, HPD combines their monitoring activities for tax credit properties with HOME funds.
HPD will notify you if they plan to monitor for your HOME requirements during a tax credit
monitoring review.

12-11 Do This!

A. Qualify an applicant using the lesser of the HOME income limit or the tax credit income limit
that applies to the household size.

B. Use the verification forms provided in Chapter Seven to certify a household eligible for both
the HOME and tax credit programs.

C. Use the rules discussed in Chapter Six to calculate an applicant’s annual income for both
the HOME and tax credit programs.

D. Provide all notices required by NYC law, and Rent Stabilization when applicable, before
increasing a resident’s rent.

12-12 Don’t Do This!

A. Forget to complete your HOME recertifications after receiving a tax credit recertification
waiver.
B. Charge more than the tax credit rent for any tax credit unit. (You may collect revenue

exceeding the maximum tax credit rent when you receive some of that revenue as rental
subsidy paid on behalf of the resident. However, if the project also has HOME funding the
rent cannot exceed the HOME rent.)

C. Forget to certify a household eligible under the tax credit full time student rule before
allowing them to occupy a HOME/tax credit unit.
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Chapter Thirteen

Maintaining Compliance at
Rent-Stabilized Tax Credit Properties
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Chapter Thirteen: Maintaining Compliance at Rent-Stabilized Tax Credit

13-1

Properties
_Or_
How to Keep all Your Tax Credits and Keep the Folks
Governing Rent Stabilization Happy Too

Topics Covered in this Chapter

In this chapter, you will learn:

A.

B.

13-2

13-3

That HPD does not have jurisdiction over Rent Stabilization;
That DHCR administers the requirements for Rent Stabilization;
How to set the initial rents for your rent-stabilized tax credit units;

How to implement annual rent increases for your rent-stabilized tax credit units;

How to implement the rent increase allowed for vacant units by Rent Stabilization at your tax

credit property; and
How to meet your leasing requirements at a rent-stabilized tax credit property.
Key Terms to Learn from Reading this Chapter

Annual rent increases
Higher legal rent

Initial rents

Lower legal rent
Maximum tax credit rent
Registered rent

Rent stabilization

Utility allowance
Vacancy increase

Where to Find Instruction on Complying with Rent Stabilization

Rent Stabilization is administered by the New York State Division of Housing and Community
Renewal’s (DHCR) Office of Rent Administration. For instruction on complying with Rent
Stabilization, go to the DHCR web site at www.dhcr.state.ny.us/ora/ora.htm.
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13-4 Initial Rents at Rent-Stabilized Tax Credit Properties
Use the following rules when establishing the initial rents at your rent-stabilized tax credit proper

A. Never charge more than allowed by the tax credit program. (You may collect revenue
exceeding the maximum tax credit rent when you receive some of that revenue as rental

ty.

subsidy paid on behalf of the resident. However, if the project also has HOME funding the

rent cannot exceed the HOME rent.)

B. The regulatory agreement for your property may establish
1. An initial lower legal rent; and
2. An initial higher legal rent.

C. Register the initial legal rents under Rent Stabilization.

D. Under the terms of your regulatory agreement, know for which units you are limited to the
lower legal rent and for which units you may charge the higher legal rent.

E. Charge no more than the lesser of the tax credit rent or the legal rent that applies to a tax
credit unit.
F. If your building was rent-stabilized before HPD allocated its tax credits, check your

regulatory agreement(s) for how to set your initial rents.

Sample Rents

Tax credit rent is $1,000
Rent allowed by Rent Stabilization is $1,250
Charge no more than $1,000

13-5 Annual Rent Increases at Rent-Stabilized Tax Credit Properties

Use the following rules when implementing annual rent increases allowed by Rent Stabilization.

A. Never charge more rent than allowed by the tax credit program.

B. Every year, the Rent Guidelines Board announces the percentage by which owners of rent-

stabilized units may increase their rents. Apply the percentage announced by the Rent
Guidelines Board to increase your legal rents, if applicable. http://www.housingnyc.com/

C. Register your new legal rents under Rent Stabilization.
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D. For a tax credit unit, charge no more than the lesser of the tax credit rent or the legal rent

that applies to the unit.

E. Never increase a resident’s rent without providing the notice required by law.

Sample Rents

Tax credit rent is $1,000
Rent increased under Rent Stabilization to $1,325
Charge no more than $1,000

Tax credit rent increased to $1,280
Rent allowed by Rent Stabilization is $1,250
Charge no more than $1,250

13-6 Vacancy Increases at Rent-Stabilized Tax Credit Properties
Use the following rules when applying a vacancy increase at your rent-stabilized tax credit
property.
A. Calculate the vacancy increase, if any, allowed for your particular property.
B. Verify the current maximum allowed by the tax credit program.
C. Register the new rent allowed under Rent Stabilization, if applicable.
D. Charge the new resident no more than the lesser of the tax credit rent or the legal rent that

applies to the unit.

Sample Rents

Tax credit rent is $1,000
Rent increased under Rent Stabilization to $1,325
Charge no more than $1,000

Tax credit rent is $1,280
Rent increased under Rent Stabilization to $1,250
Charge no more than $1,250
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13-7

Rent Levels in the Extended Use Period (EUP) at Rent-Stabilized Tax Credit

Properties

Apply the following rules to determine the rent you may charge at a rent-stabilized tax credit
property during the tax credit extended use period.

A.

13-8

D.

E.

Check your regulatory agreement(s) for the amount you may charge for your tax credit units

during the EUP.

If your regulatory agreement(s) are silent on the rent you may charge during the EUP,
charge no more than the maximum tax credit rent as described in Chapter Eight.

Your regulatory agreement(s) may establish limits on the rent you may charge during the
EUP. The limitations may vary:

1. Based on the income level of the resident living in the unit;

2. Based on the requirements of the other funding sources (e.g., HOME) for your
property.

3. If the resident lived in the unit during the initial 15-year compliance period for the
property;

4. If the resident was homeless prior to occupying the unit; and,

5. If the resident receives public assistance.

During the EUP, charge no more than the lesser of the rent allowed by the tax credit
program, the rent allowed by Rent Stabilization, or the rent allowed by the regulatory
agreement(s) for the other funding sources for your property.

Leasing Requirements at Rent-Stabilized Tax Credit Properties
Under Rent Stabilization, a resident may choose to sign a one-year or two-year lease.

Under the tax credit program, you must sign an initial lease with a new resident lasting at
least six months.

Signing a lease that meets the requirements for Rent Stabilization satisfies the tax credit
requirement that a resident sign a lease for at least 6 months.

Sign the lease rider required by Rent Stabilization.

When it is time to renew a resident’s lease, provide all notices required by Rent
Stabilization.
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13-9 Do This!

A. Know the maximum rent allowed by the tax credit program. (You may collect revenue
exceeding the maximum tax credit rent when you receive some of that revenue as rental
subsidy paid on behalf of the resident. However, if the project also has HOME funding the
rent cannot exceed the HOME rent.)

B. Know the maximum rent you may charge under Rent Stabilization.

C. At a rent-stabilized tax credit property, charge no more rent than the lesser allowed by the
tax credit program or Rent Stabilization.

D. Sign the lease rider required by Rent Stabilization.

E. If you decide not to renew a resident’s lease, demonstrate your good cause as required by
the tax credit program and provide all notices to the resident required by Rent Stabilization.

13-10 Don’t Do This!

A. Forget to subtract the utility allowance from the gross tax credit rent to calculate the tenant
rent.

B. Charge the rent calculated using the vacancy increase allowed by Rent Stabilization if it is
more than the maximum tax credit rent.

C. Forget that the regulatory agreements for the various funding sources for your property may
establish different limits on how much rent you can charge. Never charge more rent than
allowed by any of the funding sources for your property.
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Chapter Quizzes

Chapter Two Quiz

Question One: True or False? So long as HPD has allocated the credits for a building, the owner can
claim a tax credit for a unit in the building even though you never rented it to a qualified resident.

Question Two: True or False? Because the first year of the credit period is critical for a tax credit
property, you must keep the records for each building at least 21 years.

Question Three: True or False? If HPD issues an 8823 because they find you out of compliance at your
tax credit property, you need to worry about your owner losing tax credits.

Question Four: True or False? HPD issues an 8823 if you fail to submit the owner’s annual certification
of compliance, forget to pay your annual compliance monitoring fee or refuse to cooperate with a
compliance monitoring review.

Question Five: True or False? HPD takes responsibility for providing all the necessary training for
owners and managers active in the tax credit program.

Answer One: False. An owner cannot claim a tax credit for a unit before leasing it the first time to a tax
credit qualified resident.

Answer Two: True. You must keep the records for the first year of the credit period for each building at
your property at least 21 years.

Answer Three: True. Anytime HPD issues an 8823, there is a possibility your owner could loose some
tax credits.

Answer Four: True. HPD will issue an 8823 if you fail to submit the owner’s annual certification of
compliance, forget to pay your annual compliance monitoring fee or refuse to cooperate with a
compliance monitoring review.

Answer Five: False. All owners and managers are responsible for receiving training in the requirements
of the tax credit program.
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Chapter Three Quiz

Question One: True or False? The first number in the minimum set aside establishes the percentage of
units at your property you must rent to tax credit qualified residents for your property to be part of the tax
credit program.

Question Two: True or False? The second number in the minimum set aside establishes the income
limit at which households must qualify for your tax credit units.

Question Three: True or False? Your investors will get all their tax credits if you rent the number of units
required by your minimum set aside to tax credit qualified residents.

Question Four: True or False? HPD stops monitoring your property after the 10 year credit period.

Question Five: True or False? There are no financial consequences for your investors if you stop
meeting the requirements of the minimum set aside in year 9 of the credit period.

Answer One: True. The first number in the minimum set aside tells you the number of units you must
rent to qualified residents for your property to be part of the tax credit program.

Answer Two: True. The second number in the minimum set aside tells you the income limit at which
households must qualify for your tax credit units.

Answer Three: False. Meeting the minimum set aside gets your property into the program. For most
properties, the developer promises the investors they will benefit from tax credits from more than the
number of units required by the minimum set aside. Read Chapter Four to find out how many units your
owner wants you to rent to qualified residents.

Answer Four: False. HPD will monitor your property throughout the 15-year compliance period AND the
EUP.

Answer Five: False. If you stop meeting the requirements of the minimum set aside, your investors are
in jeopardy of the IRS recapturing tax credits taken back to the first year of credit period. The IRS may
also bill your investors for penalties and interest.
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Chapter Four Quiz

Question One: True or False? Your owner will earn the maximum possible tax credit from your property
if you comply with your minimum set aside.

Question Two: True or False? Generally, HPD allocates tax credits by building.

Question Three: True or False? You are managing a 10 unit building with 5 one-bedroom units and 5
three-bedroom units. Your owner needs a 60% applicable fraction to earn the maximum possible tax
credit from the building. If you rent the 5 one-bedroom units plus 1 three-bedroom unit to tax credit
qualified residents, you're assured of a 60% applicable fraction.

Question Four: True or False? It is easier to maintain compliance in a 100% tax credit building.
Question Five: True or False? The size of the units you rent to qualified resident impacts the size of the

tax credit your owner can tax on their federal income tax return.

Answer One: False. Your owner will only earn the maximum possible tax credit if you rent the number of
units covered by the credit allocation from HPD qualified residents.

Answer Two: True. In most cases, HPD allocates tax credits by building in a multi-building property.

Answer Three: False. For the applicable fraction of a building to be 60%, you must rent 60% of the units
and 60% of the floor space to qualified residents.

Answer Four: True. Itis easier to maintain compliance in a 100% tax credit building than in a mixed-
income building.

Answer Five: True. When managing a mixed income property, you must map out each building to
ensure you rent the right number of units and the right combination of units in each building to qualified
residents to generate the maximum possible tax credit for your owner.
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Chapter Five Quiz

Question One: True or False? There are only two factors that determine a household eligible for the tax
credit program: Their income must not be greater than the income limit established in the minimum set
aside, and they must qualify under the full time student rule.

Question Two: True or False? A household that qualifies at 60% of the AMI qualifies for all tax credit
units in NYC.

Question Three: True or False? When determining the household size for selecting the correct income
limit, you include an unborn child of a woman who will be living in the unit.

Question Four: True or False? A household that receives rental assistance through the HCV or Work
Advantage program is automatically eligible for your tax credit unit.

Question Five: True or False? HPD tells owners the standards they must apply when screening
households to occupy tax credit units.

Answer One: True. There are only two factors you apply to determine if a household is eligible for your
tax credit unit: The income limit established in the minimum set aside and the full time student rule.

Answer Two: False. The income limit for each property is established in the minimum set aside. If your
owner committed to the 20% @ 50% minimum set aside, applicants for must qualify at 50% of the AMI. If
your owner committed to the 25% @ 60% minimum set aside, applicants must qualify at 60% of the AMI.
If your owner agreed to deep rent skew, the applicants for 15% of your tax credit units must qualify at 40%
of the AMI.

Answer Three: True. You include an unborn child in the household size to select the correct income
limit to determine their eligibility for your tax credit unit.

Answer Four: False. You must document a household receiving assistance through the HCV or Work
Advantage program are tax credit qualified before you allow them to move into your tax credit unit. You
may document their eligibility through the organization that is administering their subsidy, or you must do
the verification work yourself.

Answer Five: False. HPD requires you qualify a household using the correct income limit and under the
tax credit full time student rule. You establish your own screening criteria in a Resident Selection Plan.
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Chapter Six Quiz

Question One: True or False? To certify an applicant eligible for a tax credit unit, an owner calculates
their gross annual income by following the rules HUD requires for the project-based Section 8 program.

Question Two: True or False? When calculating social security income, you include the net monthly
benefit the SSA deposits into your resident’s bank account.

Question Three: True or False? There is a limit to the value of the assets owned by a household for
them to qualify for the tax credit program.

Question Four: True or False? An applicant has $3,000 in a savings account. You should include the
$3,000 in the household’s annual income calculation to determine if they are eligible for your tax credit
unit.

Question Five: True or False? You don't risk any of your tax credits by allowing a household to move in
before you certify they are eligible for the tax credit program at your property.

Answer One: True. To certify a household eligible for your tax credit unit, calculate their annual income
using the rules HUD requires for the project-based Section 8 program. You can find those rules in
Chapter 5 of the 4350.3 handbook.

Answer Two: False. When calculating social security income, include the gross monthly benefit
awarded the resident. This is the amount before the SSA subtracts the resident’s Medicare premium and
makes a deposit into your resident’s bank account.

Answer Three: False. There is no asset limit for a resident in the tax credit program. You include the
income generated by a household’s assets in their gross annual income to determine their eligibility for
your tax credit unit.

Answer Four: False. The cash value of an asset is never included in a household’s gross annual
income.

Answer Five: False. When you allow a household to move into your unit before you certify them eligible,
you run the risk they are not eligible and you will lose the tax credits so long as they live in the unit.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 170
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




Chapter Seven Quiz

Question One: True or False? An owner must verify social security and SSI disability income by
sending a request for information to the Social Security Administration.

Question Two: True or False? Information you receive from a third party is good for use in an income
certification for 120 days.

Question Three: True or False? HPD allows an applicant to self-certify the income from their assets if
their assets do not exceed $5,000.

Question Four: True or False? You can verify a person’s income may making a copy of their most
recent pay check.

Question Five: True or False? HPD has forms you must use to verify information necessary to complete
an income certification.

Answer One: False. You do not need to send a request for information to the Social Security
Administration. You may make a copy of the benefit award letter the applicant received from the SSA the
previous December.

Answer Two: True. Information you verify through a third party is good for 120 days from the date put
on the document by the third party.

Answer Three: True. An applicant with assets of no more than $5,000 may certify the income from their
assets. Use the HPD-required form provided as an exhibit at the end of Chapter Seven.

Answer Four: False. A copy of one paycheck is never sufficient to verify a person’s income. If you are
unable to verify a person’s income through their employer, make a copy of their most recent 4 to 6 pay
stubs to complete their income certification.

Answer Five: True. You must use the HPD-required forms when documenting information to complete
an income certification.
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Chapter Eight Quiz

Question One: True or False? The maximum rent an owner may charge a resident to live in a tax credit
unit is the same regardless of the income limit at which the resident qualified for their unit.

Question Two: True or False? You calculate the maximum rent for a two-bedroom unit using the
income limit for 3 people.

Question Three: True or False? For a property where the owner agrees to deep rent skew, the average
rent for the market units must be at least double the rent the owner charges residents living in tax credit
units of the same size.

Question Four: True or False? For most tax credit properties, the owner calculates the utility allowance
the same way HPD would if the resident was receiving rental subsidy through the HCV program.

Question Five: True or False? The total revenue you may collect for a unit when the resident receives
rental subsidy through the HCV program is limited to the maximum tax credit rent.

Answer One: False. The amount of rent an owner can charge a resident is based on the income limit at
which they qualified for the unit. If a resident qualified at 60% of AMI, calculate their rent using the 60% of
AMI income limit for the assumed household size for the unit. If they qualified at 50% of AMI, calculate
their rent using the 50% of AMI for the assumed household size for the unit.

Answer Two: True. Assume a household size of 1.5 persons per bedroom when calculating the
maximum allowable rent. 2 bedrooms x 1.5 persons = 3 people. The maximum allowable rent for a 2-
bedroom apartment is 30% of the income limit for 3 people.

Answer Three: True. The average rent an owner charges residents living in market units in a deep rent
skew property must be double the rent they charge residents living in tax credit units of the same size.

Answer Four: True. Unless a property is regulated by HUD, the owner calculates the utility allowance
as HPD would if a person receiving rental subsidy through the HCV program lived in the unit.

Answer Five: False. You may collect revenue exceeding the maximum tax credit rent when you receive
some of that revenue as rental subsidy paid on behalf of the resident.
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Chapter Nine Quiz

Question One: True or False? An owner can charge an application fee from a household applying to
live in a tax credit unit.

Question Two: True or False? Because it takes longer to process an application for a tax credit unit, an
owner can charge a household applying for a tax credit unit a higher application fee than paid by a
household applying for a market unit.

Question Three: True or False? An owner can charge rent for the use of a storage unit so long as the
storage unit is not included in eligible basis.

Question Four: True or False? An owner can charge rent for the use of a community room, from an
outside organization, even if the community room is included in eligible basis.

Question Five: True or False? An owner cannot charge rent from a super who is living in a Super Unit.

Answer One: True. An owner can require a household to pay a one-time fee when applying to live in a
tax credit unit.

Answer Two: False. An owner cannot charge an applicant for a tax credit unit a higher application fee
than required from an applicant for a market unit.

Answer Three: True. An owner can charge for use of part of the common areas at a property so long as
it is not included in eligible basis. If a storage unit is not included in eligible basis, the owner can charge
rent for its use.

Answer Four: False. If the community room is included in eligible basis, the owner may not charge any
person or organization rent for the use of the room. The owner may require the person or organization
pay a refundable cleaning deposit before using the room.

Answer Five: True. The super’s household does not need to qualify for the tax credit program to live in
the unit. The owner includes the Super Unit as part of the common area included in the eligible basis.
The owner cannot charge the super rent for living in the unit if they want to claim a tax credit for the unit.
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Chapter Ten Quiz

Question One: True or False? You must recertify your residents at least annually in the tax credit
program.

Question Two: True or False? You never need to recertify your residents at a 100% tax credit property.

Question Three: True or False? When recertifying a tax credit resident, you compare their annual
income to 140% of the current income limit for their current household size.

Question Four: True or False? When you recertify a tax credit resident at a deep rent skew property,
you implement the 170% rule in place of the 140% rule only for those residents who originally qualified for
their units with income no greater than 40% of the AMI.

Question Five: True or False? When you find a tax credit resident’s income has increased above 140%
of their current income limit, you must evict them from your property.

Answer One: True. You must recertify your tax credit residents at least every twelve months.

Answer Two: False. You must recertify your residents at a 100% tax credit property unless you receive
a waiver from the IRS saying you no longer need to complete recertifications.

Answer Three: True. When you recertify a resident in the tax credit program, you must compare their
annual income to 140% of their current income limit.

Answer Four: False. At a recertification for all tax credit residents at a deep rent skew property, you
compare their income to 170% of their current income limit.

Answer Five: False. You do not need to evict a resident if their income rises above 140% of their
current income limit.
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Chapter Eleven Quiz

Question One: True or False? Even if a unit has never been occupied by a resident you qualify for the
tax credit program, it can generate a tax credit so long as it is in service.

Question Two: True or False? The vacant unit rules says a vacant tax credit unit can continue to
generate a tax credit while you prepare it for a new resident so long as you lease the unit as quickly as
possible to a qualified resident.

Question Three: True or False? You can never rent a market unit if you have a vacant tax credit unit at
the same property.

Question Four: True or False? You can transfer a tax credit resident between two units located in the
same building without qualifying them again for the tax credit program.

Question Five: True or False? You can transfer a resident from one building to another building without
qualifying them again for the tax credit program.

Answer One: False. A unit cannot generate a tax credit until it is occupied the first time by a resident
you certify eligible for the tax credit program.

Answer Two: True. A vacant unit can continue to generate a tax credit as long as you prepare the unit
as soon as possible and take reasonable steps to market the unit to a qualified resident.

Answer Three: False. You can rent a market unit as long as you can demonstrate compliance with the
vacant unit rule for your vacant tax credit units.

Answer Four: True. A resident who transfers to a unit within the same building remains eligible based
on their original certification of eligibility.

Answer Five: True. So long as a resident’'s income is not more than 140% of their current income limit,
they can transfer to unit in another building based on their original certification of eligibility.

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 175
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.




Chapter Twelve Quiz

Question One: True or False? When approving a resident to live in a HOME/tax credit unit, you must
compare their annual income to the lesser of the tax credit income limit or the HOME income limit that
applies to the unit.

Question Two: True or False? When you have HOME funds in a tax credit property, you must rent 25%
of the units in every HOME assisted building to residents qualifying with income not exceeding 50% of
AMI.

Question Three: True or False? For a HOME/tax credit unit, you may charge the greater of the tax
credit rent or HOME rent that applies to the unit.

Question Four: True or False? A HOME/tax credit resident receives subsidy through a housing choice
voucher. The maximum HOME rent for the unit is $880. The maximum tax credit rent for the unit is $950.
The housing authority administering the voucher will not approve a rent for the unit higher than $880.

Question Five: True or False? You recertify a low HOME/tax credit resident and discover their income
has risen above 50% of AMI but remains below 80% of AMI. The resident becomes a high HOME
resident so you may charge the high HOME rent even if it more than the tax credit rent.

Answer One: True. To live in a HOME/tax credit unit, the resident must qualify at the lesser of the
HOME or tax credit income limit.

Answer Two: True. For a property to qualify for 9% tax credits with HOME funds as administered by
HPD, 25% of the units in every HOME assisted building must be occupied by residents who qualified with
income of no more than 50% of AMI.

Answer Three: False. For a HOME/tax credit unit, you may charge the lesser of the tax credit rent or the
HOME rent. Remember, if the unit is rent stabilized, you may not charge more rent than allowed under
Rent Stabilization.

Answer Four: True. The HOME program does not allow you to collect more than the HOME rent, even
when you rent to a person on the HCV program. The revenue you receive for the unit may not exceed
$880.

Answer Five: False. You want this unit to continue to generate a tax credit so you may not charge the
resident more than the maximum tax credit rent.
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Chapter Thirteen Quiz

Question One: True or False? The initial rent you may charge at your rent-stabilized tax credit property
may be established in the regulatory agreement your owner signed for your property.

Question Two: True or False? At a rent-stabilized, tax credit property, you may always charge the
maximum possible tax credit rent.

Question Three: True or False? When a resident vacates a unit at a rent-stabilized tax credit property,
you may apply the vacancy increase to the rent you charge the next resident even if it results in you
charging more than the tax credit rent.

Question Four: True or False? When applying an annual rent increase, the owner of a rent-stabilized
tax credit property may charge the lesser of the rent allowed by the tax credit program and the amount
allowed by Rent Stabilization.

Question Five: True or False? Because the tax credit program says you must sign an initial lease
lasting a minimum of six months, at a rent-stabilized tax credit properties you are not required to allow a
resident to elect to sign a one-year or two-year lease.

Answer One: True. HPD may establish the initial lower legal rent and higher legal rent in a regulatory
agreement. For a tax credit unit, the initial rent you may charge is the lesser of the tax credit rent or the
initial legal rent.

Answer Two: False. You may charge the lesser of the amount allowed by the tax credit program and
the amount allowed by Rent Stabilization.

Answer Three: False. For a tax credit unit in a rent-stabilized property, you may charge the lesser of the
rent allowed by Rent Stabilization or the rent allowed by the tax credit program.

Answer Four: True. You may not charge more rent than the amount by either the tax credit program or
the amount allowed by Rent Stabilization.

Answer Five: False. A tax credit resident at a rent-stabilized property may elect to sign a one-year or
two-year least as allowed under Rent Stabilization.
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Glossary of Terms

Annual Recertification — An owner performs an annual certification of a resident’s income and student
status as related to their eligibility for the tax credit program. At a recertification, an owner compares a
resident’s income to 140% of their current income limit.

Applicable Fraction — That portion of a building occupied by tax credit qualified residents. It is the lesser
of the percentage of units or the percentage of floor space occupied by qualified residents.

Available Unit Rule — A rule that allows an owner to maintain compliance after finding a resident’s income
has increased to more than 140% of their income limit. The owner must rent the next (or currently)
available unit of comparable or smaller size in the same building to a tax credit qualified resident. To fully
protect the tax credits, an owner must rent available units of comparable or smaller size in the same
building until the over-income household is no longer needed to generate a tax credit.

Building Identification Number — (BIN) — An identification number HPD assigns each tax credit building. A
building’s BIN may be found on its Form 8609.

Compliance Period — The 15-year period during which an owner must comply with the tax credit program
to benefit from their maximum tax credit.

Credit Allocation — An award of tax credits from HPD. HPD issues a credit allocation for each building
within a tax credit property.

Credit Period — The 10-year period during which an owner plans to take a tax credit generated by a
building with a low income housing tax credit allocation.

Deep Rent Skew — An owner commits to renting 15% of their tax credit units to households qualifying at
40% of the area median income. The tax credit units are fixed and remain the same for the length of the
compliance period.

Eighty-Twenty Property — An owner commits to the 20% @ 50% minimum set aside and receives a credit
allocation for 20% of their units. The owner rents 20% of the units to tax credit qualified residents and
rents the remaining units to market renters. The owner commits to deep rent skew so the tax credit units
are fixed for the length of the compliance period.

Extended Use Period — The period of time following the initial 15-year compliance period an owner must
continue to follow the rules of the tax credit program as required by HPD. An owner may have a
regulatory agreement that establishes a property’s compliance requirements during the extended use
period.

Form 8609 — Low Income Housing Credit Allocation and Certification — HPD issues a Form 8609 for each
tax credit building after the owner has submitted its cost certification documenting its development costs
and its placed in service date. HPD completes Part 1 of the form, filling in the building’s placed in service
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date and assigning its BIN. The owner completes Part 2 of the form before submitting it for the tax return
for the first year of the credit period.

Form 8823 — Low Income Housing Credit Agencies Report of Noncompliance or Building Disposition —
HPD issues a Form 8823 when they find an owner out of compliance with the requirements of the tax
credit program and provides the owner a period of time to correct the noncompliance. Atthe end of the
correction period, HPD sends the Form 8823 to the IRS after noting on it if the owner corrected the
noncompliance.

Full-Time Student — A person who attends school on a full-time basis for at least five (5) months out of a
calendar year. A person’s status as either a full-time or part-time student is established with the
educational institution they attend.

Full-Time Student Rule — A household comprised entirely of full-time students is not eligible for the tax
credit program unless it qualifies in one of the following categories: Everyone in the household is married
and files (or qualifies to file) a joint tax return with their spouse; the household consists of a single parent
and at least one child and nobody in the household is claimed as a dependent on another person’s
federal tax return other than one of the parent’s tax returns; At least one household member receives
TANF or PA,; or, at least one household member participates in a job training program.

Gross Annual Income — The gross income, before any deductions, a household is anticipated to receive
during the twelve months following an income certification or recertification.

Gross Rent — The maximum allowable rent in the tax credit program. It includes a utility allowance which
the resident uses to pay their utility bills. An owner subtracts the utility allowance from a unit’s gross rent
to determine how much they can charge the resident.

HOME Program — A block grant program through which HUD provides funds to NYC to support the
creation and preservation of affordable housing. HPD allocates HOME funds to owners developing
affordable housing in NYC. Owners sign a HOME Written Agreement committing to the HOME
compliance requirements for their property.

Housing Choice Voucher (HCV) Program — A program through which HUD provides rental assistance to
low income households. An owner of a tax credit property may not discriminate against participants in the
HCV program.

Housing Support Plus (HSP) Program — A program through which NYC provides rental assistance, and
other supportive services, to low income households. An owner of a tax credit property may not
discriminate against participants in the HSP program.

HUD Form 50058 — Family Report - The tenant income certification a housing authority completes for a
household certifying their eligibility for the HCV program.
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HUD Form 50059 — Owner’s Certification of Compliance with HUD’s Tenant Eligibility and Rent
Procedures - The tenant income certification an owner completes for a household certifying their eligibility
for one of HUD’s multifamily programs. (e.g., project-based Section 8, Section 236, Section 202)

Income from Assets — The income generated by a household’s assets. If a household’'s assets do not
exceed $5,000, it is the actual income generated by the assets. If a household’s assets are more than
$5,000, it is the greater of the actual income generated by the assets or the imputed income from the
assets calculated using a 2% passbook rate.

Income Limit — The maximum income a household can receive in a year and qualify for a tax credit unit.
The income limit for a tax credit property is established in its minimum set aside. If an owner commits to
the 20% @ 50% set aside, a household must qualify at 50% of the AMI. If an owner commits to the 25%
@ 60% set aside, a household must qualify at 60% of the AMI. If an owner commits to deep rent skew,
they must rent 15% of their tax credit units to households qualifying at 40% of AMI.

Initial Certification of Eligibility — The original income certification an owner completes for a household
certifying their eligibility to occupy a tax credit unit.

Maximum Allowable Rent — The maximum possible rent an owner may charge for a tax credit unit. The
maximum allowable rent is a gross rent. An owner subtracts the utility allowance approved for the unit to
determine the actual rent they may charge a resident.

Minimum Set Aside — An owner must commit to meeting a minimum set aside in exchange for an
allocation of tax credits. An owner may commit to renting at least 20% of the units at a property to
residents qualifying at 50% of AMI, or to renting at least 25% of the units at a property to residents
qualifying at 60% of AMI.

Placed in Service Date — (PIS date) - The date an owner activates the tax credits for a building. The PIS
date for a building with tax credits for new construction is the date on the certificate of occupancy or
temporary certificate of occupancy. It is the date of acquisition for acquisition credits.

Resident Selection Plan — An owner’s policies for selecting residents for a tax credit property. A resident
selection plan includes the eligibility criteria a household must meet to qualify for the tax credit program
plus the screening criteria the owner applies when deciding to rent a unit to a qualified household.

Tenant Income Certification — (TIC) — A certification signed by a resident certifying their eligibility for the
tax credit program. By signing the TIC, the resident attests to the truthfulness of the information about
their household on the TIC. Owners must use the TIC form required by HPD. All adult household
members must sign the household’s TIC.

Tenant Rent — The maximum rent an owner may directly charge a tax credit resident. It is calculated by
subtracting the utility allowance from the maximum allowable (gross) rent.

Transfer Rule — A tax credit resident may transfer within the same building without requalifying for the
program. They may transfer to another building at the same property if their income is not more than
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140% of their income limit. The two units involved in the transfer swap their status as a tax credit or
market unit and the resident takes their lease, TIC and its effective date to their new unit.

Two-Thirds Rule — A unit first rented to a qualified resident after the first year of the credit period
generates 2/3 the tax credit it would have generated if rented during the first year of the credit period.

Utility Allowance - That portion of the maximum allowable (gross) rent a resident keeps to pay their utility
bills.

Vacant Unit Rule — The rule that allows a unit, vacated by a qualified resident, to continue to generate a
tax credit while the owner prepares it for occupancy by a new tax credit resident. The owner must
prepare the unit for a new resident and make reasonable marketing steps to rent the unit to a new low
income resident.
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Appendix
The following links will connect you to valuable information for the tax credit program. The addresses
were correct as of December 2007. HPD does not attest to the information or security provided by these
web sites.

Section 42 of the US Tax Code

Section 42 governs the low income housing tax credit program.

http://www.fourmilab.ch/ustax/www/t26-A-1-A-1\V-D-42 .html|

Treasury Requlations for the Low Income Housing Tax Credit Program

The treasury regulations provide guidance from the IRS on how to implement Section 42 of the US
tax code.

http://www.novoco.com/low income housing/lihtc/irs guidance.php#treasury 142

Chapter Three of the HUD Handbook 4350.3, Rev. 1

This chapter provides instruction on how to determine an applicant’'s household size for selecting
the correct income limit.

http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.3/43503c3HSGH.pdf

Chapter Five of the HUD Handbook 4350.3, Rev. 1

This chapter provides instruction on how to calculate a household’s annual income and on how to
verify annual income and other household characteristics.

http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.3/43503c5HSGH.pdf

Appendix Three of the HUD Handbook 4350.3, Rev. 1

This appendix from the HUD handbook provides instruction on the acceptable methods to
document annual income and other household characteristics.

http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.3/43503x3HSGH.pdf

This manual is provided solely for your convenience and is not intended to provide legal advice or to be relied upon in any way by 182
any person or entity regarding the applicable statutes and regulations governing the Low Income Housing Tax Credit Program. This
manual may contain errors or contain information that, while currently accurate, may become inaccurate. HPD makes no
representation or warranty regarding the completeness or accuracy of any of the information herein. Accordingly, while this manual
may provide a convenient reference, it is not intended to be, nor can it be, a substitute for the applicable statutes and regulations. It
is extremely important that you rely upon the applicable statutes and rules and that you consult an attorney as to their meaning.
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