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Verifying Income: What is Needed?



Course Objective 
2 

To understand the minimum requirements to 
document, verify and calculate “Annual Income” 
for the Lead Hazard Reduction Grant 
Programs. 
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Policy Guidance Number: 2017-05 

Income Verification Guidance: 

 PG: 2017-05 



Role of Annual Income 

 Determines eligibility of LHC participants. 

 “Annual Income” refers to annual (gross) income using one of 
the following definitions of “annual income” when calculating 
income and allowances for grant program assistance: 

1. Annual income as defined in 24 CFR 5.609, referred to as “Part 5 
annual income;” 

2. Annual income as reported under the Census Long Form for the most 
recent decennial census; and 

3. “Adjusted gross income” as defined for reporting purposes under
the IRS Form 1040 long form.

Note: Definition of income is not same as documentation of income 



1. Sample Part 5 Annual Income Form 
5 

HUD Part 5 calculator:  
www.hudexchange.info/ 
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2. Sample Census Long Form 
Annual Income Form 
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3. Sample IRS 1040 Adjust 
Gross Income Form 
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Question 1 

 Can Grantees adjust the program’s definition of 
“annual income” based on the documentation provided 
by client or any other reason? 



Answer 1 

 Can Grantees adjust the program’s definition of 
“annual income” based on the documentation provided 
by applicant or any other reason? 

 No. Grantees must select one definition of annual 
income and apply the income calculation methodology to 
each applicant consistently. 



Documenting Household Income 
Information 

 Application/Intake Form 

 Includes requesting sufficient information to determine
program eligibility

 Source documentation 

 Examples: paystubs, Social Security/benefit award letter,
bank statements, tax returns, etc.

 Third party documentation 

 Examples: verification of employment and other forms 
sent directly to third parties. 



Income Verification Document 
Review Hierarchy 

A. Third Party (online or hard copy) 

B. Verbal Third Party (documented by the grantee) 

C. Tenant/Landlord Declaration (signed statement by 
tenant and/or landlord) 

D. Form HUD-50058 



A. Third Party (online or hard copy) 

 Provides an independent verification of information. 

 Involves contacting an outside entity to obtain information about 

the income of household member(s). 

 Third-party verification is the most reliable method. 



A. Third Party (online or hard copy) 

 Execute a signed release form with the household to verify 
income via third party sources and to pull credit reports (if 

applicable). 

 Send verification form(s) to the employer or agency. Be prepared to 

follow up if the agency is unresponsive and document verification efforts in 

the applicant’s file; or 

 Utilize HUD’s Enterprise Income Verification system, 

if applicable; or 

 The Work Number is an additional resource that is commonly 

used by large employers.http://www.theworknumber.com



Sample Verification of 
Employment Form 
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B. Verbal Third Party 
(documented by the grantee) 

 Grantee may contact the employer via telephone or in 
person to confirm employment specifying the amount to be 
earned per pay period. 

 Grantee is required to document the verbal 
income verification. 
 Provide a signed and dated statement in the grant 
file.
 File documentation must include facts, time and date 
of contact, and name and title of the third party.  



C. Tenant/Landlord Declaration (signed 

statement by tenant and/or landlord) 

 Signed tenant or landlord declaration is permitted: 

 Tenant/landlord declaration worksheet: applicant’s employer and 
income; income deductions; public sources of income, children and
ages, etc.

 The applicant must attest by signature that the information 
provided is accurate under penalty of law. The declaration must 
include the following certification by the tenant/landlord: 

“I certify under penalty of law that the information contained in this declaration is true, accurate and 
complete to the best of my knowledge. I understand that there are significant penalties for submitting false 
information, including the possibility of fines and imprisonment for knowing violations.” 

 Explanation by the grantee for the inability to obtain written or verbal 
third party documentation. 



Record of Oral Verification Form 
17 
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Question 2 

What is the income certification date? 



Answer 2 

What is the income certification date? 

Answer. The date (evidenced by signature on the income calculation 
form), the authorized program person documented and  verified
that the household income was within the income limitations of the 
program to receive services. 



D. Form HUD-50058 

 A rental unit occupied by tenants receiving benefits via 

Housing Choice Voucher (HCV) or formerly known as Section 8. 

 Family Income has been verified by a Public Housing 

Authority (PHA) or HUD’s Public and Indian Housing (PIH) 

Office. 

 Income is collected on the HUD-50058 and with written 

consent, the grantee may securely obtain this information 

directly from the PHA or PIH. 



Implementing The Income Definitions 

n Grantee must have written policies & procedures that cover:

> Definition of income 

> Calculation methodology 

> Income Verification Expiration Date (*6 months) 

> Documentation required (source, third party, self employed etc.) 

> Established HUD Income Limits and related source for updates 

> Use/access certifications from Tenant Based Housing 
Choice Voucher Programs (formerly known as Section 8) 

May sure to print and save income calculation summary. 
*Income certifications are valid for 6 months before re-examine is required. 



Determining Whose Income to Count 

DEPENDS on the definition 

of annual income selected. 



Grantee Income Verification 
Requirements 

 To collect, verify and file third party source documentation. 

 Develop detailed policies and procedures regarding annual 
income definitions, income determination processes, calculation 
methodologies. 

 Train staff, subrecipients, etc on income determination basics. 

 Clearly Document that beneficiaries have incomes at or 
below the local annual median income limits established by 
HUD. 

 Consider situations that combine various HUD 
program resources (i.e., CDBG). 



2 4  

Questions? 
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