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• Participants are muted

• Enter your questions in the box in your webinar panel

• Forgot to ask a question or want to ask privately? 

Email me at andujar@flhousing.org

• This webinar is being recorded and will be available at 

www.flhousing.org

• A survey will immediately follow the webinar; 

please complete it! Thanks!

mailto:andujar@flhousing.org
http://www.flhousing.org/
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Pre-Application Steps

Step 1: Application

Step 2: Income Verification

Step 3: Asset Verification

Step 4: Calculation

Step 5: Certification

Step 6: Award
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Step # 2: Calculate Actual Income

Some Assets Generate Actual Income:

• Savings Account

• Certificate of Deposit

• Real Estate
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Step # 2: Calculate Actual Income

Savings Account or CD example:

$125.00 most current balance

Interest rate 3%

Cash Value of the asset is $125.00

Income from the asset is $125.00 x 3% = $3.75 



.03% (.0003) is not the same as 3% (.03)

$100.00 x .03% =  $.03

$100.00 x 3% = $3.00
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Step # 3: Calculate Imputed Income

If total assets exceed $5,000, “impute”  income by multiplying by 

the passbook rate, currently .06%, specified by HUD
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• Include even small amounts

• Do not round up or down

• The larger amount of actual 

income from assets and 

imputed income from asset 

gets added to income.
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The final asset income of a family whose net cash value of assets total 

$6000, with an imputed asset income of $120 and anticipated asset income 

of $275 will be: 

a. $0 

b. $275 

c. $120 

d. Determined by internal program policy 
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A head of household owns a property (no mortgage) that they rent out 

for $5000 per year.  After expenses for taxes, insurance, maintenance 

and utilities they net $3800 for the year in rent. The PROGRAM 

should count the $3800 as income from the property. 

a. True 

b. False 
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The asset income of minors is excluded from annual income. 

a. True 

b. False 

Which of the following is not considered to be an asset? 

a. Whole life insurance policies 

b. A trust fund to which the family has access 

c. Real property with no mortgage 

d. None of the above 
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The Atkins family has a daughter, age 13, who has a savings account 

with a current balance of $4500 and anticipated income of $50 for the 

next 12 months.  You should not count this income because she is a 

minor.   

a. True 

b. False
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To arrive at cash value of a real estate asset: 

a. Subtract any loan balance and expenses to sell from the market value 

b. Multiply market value by HUD passbook rate 

c. Subtract anticipated income from market value 

d. None of the above 
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• Peter has a checking account with a current a balance of $700 and a 

6-month average balance of $595. The account earns no interest.

• $595.00

• James has a savings account with a current balance of $2695 

(average balance $2500), which earns 1%

• $2695.00 X 1% = $26.95
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Georgina has a savings account with a current balance of $3380 earning 1.05% interest.

She has a non-interest-bearing checking account with a 6-month average balance of

$790. She also owns a vacant lot which has a market value of $7500. If she were to sell

the lot, she would incur a $750 broker’s fee and $500 settlement costs. She owes

nothing on the lot and does not rent it out. The HUD passbook rate is .06%. Her

imputed asset income is:

a. $0 

b. $36.17 

c. $6.22 

d. $20.16

e. $6.25

$3,380+$790+$6,250 = $10,420 x .06% = $6.25
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• Juan has a checking account with a current balance of $1,000 and an 

average 6-month balance of $870. It earns .2% interest

• He received an inheritance that he used to buy a new car ($12,000), pay off 

his $3000 credit card bill and open a mutual fund account with the 

remaining $15,000 w/ an interest rate of 1.3%. 

Actual income from asset: $870 x .2% = $1.74

$15,000 x 1.3% = 195.00 + 1.74 = $196.74

Inputted income from asset: $870 + 15,000 = $15,870 x .06% = $9.52

Carry over the higher of the two $196.74
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Pre-Application Steps

Step 1: Application

Step 2: Income Verification

Step 3: Asset Verification

Step 4: Calculation

Step 5: Certification

Step 6: Award
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Always use gross,  Do not round up or down.

• Verification shows range of hours: 

• take the high end 

• To annualize full-time employment, multiply:

• hourly wages by                      2,080 hours

• weekly wages by                  52

• bi-weekly amounts by         26

• semi-monthly amounts by  24

• monthly amounts by            12
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James White

• Full time $14.25 /hour, Overtime (time and half) of  8 hours/month, 

Pension of $400/month

Mary White

• 18 hours/week at a bank @ $12.50/hour

• Her mom gives $50/month to help w/ expenses

James White Jr, age 20

• 15 hrs./week, $8/hour, FT college student 
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Pre-Application Steps

Step 1: Application

Step 2: Income Verification

Step 3: Asset Verification

Step 4: Calculation

Step 5: Certification

Step 6: Award
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• Review of Steps 1- 4

• Re-check and document Computations 

• All household members over 18 sign.  Housing Provider Signs last.

• Effective Date: Date last person signs

• Allocation Year: SHIP funding Year 

• Issue award letter

• No white out
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March 6, 2015 2015 Income Limits Posted

January 27, 2016  Completed application

March 18, 2016 All verifications received

March 28, 2016 2016 Income Limits Posted

April 8, 2016 Administrator Signed Certification

April 9, 2016 Adult HH members Signed Cert

April 9, 2016 Award Letter issued

Effective Date on the Certification Form? 

Use 2015 or 2016 Income Limits?

Any activity completed “Out of Order?”
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If one or more of the household 

members signs the certification 

without a SHIP staff person 

present, the signatures must be 

notarized.  
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HUD 4350.3 Occupancy Handbook contains guidance regarding extenuating 

circumstances that cause delay in the execution of its consent forms and 

tenant certification and until the IRS issues guidance to the contrary, Florida 

Housing will emulate HUD and apply the extenuating circumstances principals 

and postpone execution of all verification and certification documents. 

The owner/LG must document the reasons for the delay in the resident 

file (“Applicant/resident did not sign due to COVID-19 risk.”) and indicate 

how and when the tenant will provide the proper signature.  
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• When there is a delay in obtaining and/or witnessing the actual family 

signature(s) due to extenuating circumstances this fact should be noted initially 

and then when the signatures are subsequently obtained a reference to the 

original statement can be made to explain what would otherwise appear to be 

tardy execution of the “Family Certification” (similar to a “true and correct as of 

[date]” statement). The date the signature was obtained must be entered 

on the document.

• When income determination is conducted by telephone, the written record 

of the telephone conversation should include the penalty of perjury 

statement that pertains both to the person taking the statement and the 

applicant.



“You’re not eligible”!

What should a denial 
letter include?
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Pre-Application Steps

Step 1: Application

Step 2: Income Verification

Step 3: Asset Verification

Step 4: Calculation

Step 5: Certification

Step 6: Award
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• Award letter or written commitment

• State the terms/conditions of the award

• Execute Lease

• Specifies an “expiration” date

• Provides “next steps”



THE FLORIDA HOUSING COALITION

Verifications shall be dated no more than 120 

days  from each other.

• Re-verify those out of compliance

“Stop The Clock”

• Issue Award Letter

• Contract for Lease, Purchase or New 

Construction

• Or Fully provide assistance 



• Received first verification on 
February 1.

• Receive 2nd verification March 1.

• Received last verification on June 1 
(the 121st day).

• The first verification is outside the 
120-day clock. 

• Update first verification.  March 1 
starts a new 120 day clock.
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• Income Calculations

• Exceeding 120-day clock

• Inaccurate or Incomplete Verifications

• Missing or incomplete Income Certification 
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Housing News Network Journal

Florida Home Matters Report

Accessory Dwelling Unit (ADU) Guidebook

Affordable Housing in Florida

Affordable Housing Resource Guide

Affordable Housing Incentive Strategies 

Case Management Guidebook 

CLT Primer

CLT Homebuyer Education – Buyer’s Guide

CLT Homebuyer Education – Teacher’s Guide

Community-Based Planning Guide

Creating Inclusive Communities in Florida

Creating a Local Housing Disaster 

Recovery Strategy

Credit Underwriting Guide for Multi-Family 

Affordable Housing in Florida

Disaster Management Guide for Housing

Effectively Engaging Individuals with Disabilities in 

Consolidated Planning

Eyesore to Asset – Adaptive Reuse Guide

Florida Community Land Trust Best Practices

Guide to Developing and Operating Small Scale 

Rental Properties

Guide to Using SHIP for Rental Housing

Guidebook for SHIP Administrators

PSH Property Management Guidebook

Residential Rehabilitation Guide

Surplus Lands Guidebook

The Community Allies Guide to Opportunity Zones

Access these valuable resources and more under the Publications tab at Flhousing.org
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