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Preface
This Guide provides explanations of the Part 5 definition of income and describes what sources of
income must be included or excluded when conducting income verification. In addition to a description
of these basic requirements, the Guide provides exercises and case studies to enable readers to test
their understanding of the key concepts.
This Guide will be a living document available on the City of Flagstaff website for CDBG Subrecipients.
As chapters or forms need revising, they will be updated on the website with new revised dates. We
hope this Guide helps our subrecipients with their difficult work in income qualifying low-income
households; however, if you find additional information is needed or you have comments regarding the
Guide, you will find contact information on the website.

Additional Resources
o

Technical Guide for Determining Income and Allowances for the HOME Program (and CDBG)

https://www.hudexchange.info/resource/786/technical-guide-for-determining-income-andallowances-for-the-home-program/
o

HUD Income Eligibility Calculator

https://www.hudexchange.info/incomecalculator/
o

HUD Income Eligibility Calculator WEBINAR

https://www.hudexchange.info/trainings/courses/using-the-income-calculator-to-determineannual-income-webinar1/.

o

Determining Income for the HOME Program (and CDBG) Recorded Training

https://www.hudexchange.info/trainings/courses/determining-income-for-the-home-programsession-1/2532/
o

CDBG Income Limits

https://www.hudexchange.info/resource/5334/cdbg-income-limits/
o

HUD Exchange Tools for Income Verification

https://www.hudexchange.info/programs/cdbg-cv/cdbg-cv-toolkit/documentation/income/HUD
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Section 1: Community Development Block Grant Eligibility
The City of Flagstaff’s Community Development Block Grant (CDBG) Program provides annual grants on
a formula basis to states, cities, and counties to develop viable urban communities by providing decent
housing and a suitable living environment, and by expanding economic opportunities, for low- and
moderate-income persons. The program is authorized under Title 1 of the Housing and Community
Development Act of 1974, Public Law 93-383, as amended 42 U.S.C.-530.1.v. CDBG programs require
household income qualification.
In order to qualify for assistance, the applicant’s total household income must not exceed the applicable
income limit based on the family size. HUD updates the annual income requirements each year online
where the data sets are available at www.huduser.org. The below chart may not be the most recent –
please verify before completing eligibility determinations. AMI for the current year is typically released
in April.
CDBG eligibility is limited to households at 80% of Area Median Income or below.

2022 Area Median Income Limits for Flagstaff, AZ
Household
size

30%

50%

60%

80%

100%

1

$18,050

$30,100

$36,120

$48,100

$60,200

2

$20,600

$34,400

$41,280

$55,000

$68,800

3

$23,200

$38,700

$46,440

$61,850

$77,400

4

$27,750

$42,950

$51,540

$68,700

$85,200

5

$32,470

$46,400

$55,680

$74,200

$92,800

6

$37,190

$49,850

$59,820

$79,700

$99,700

7

$41,910

$53,300

$63,960

$85,200

$106,600

8

$46,630

$56,700

$68,040

$90,700

$113,400

Limits for a household with more than 8 members are calculated according to the following methodology:
(A) Subtract 8 from # in household
(B) Multiply (A) by 8
(C) Add 132 to (B)
(D) Multiply (C) by 4 person limit
(E) Divide (D) by 100
(F) Round (E) to nearest $50
*“Very low-income" is defined as 50 percent of the median family income for the area, subject to specified
adjustments for areas with unusually high or low incomes.
*“Low-to Moderate income" is defined as 80 percent of the median family income for the area
The above income guidelines have been established by the United States Department of Housing and Urban
Development (HUD) for Entitlement Cities in accordance with Section 3(b) (2) of the United States Housing Act
of 1937, as amended.
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SECTION 2: Anticipating and Calculating Income
Determining Whose Income to Count
The CDBG Program regulations require that income of all household members be considered in the
determination of income. Knowing whose income to count is as important as knowing which income to
count. In the below sections the Part 5 definition of annual income will be provided in detail and
provides specific guidance pertaining to whose income in a household and what types of income must
be included in that calculation.

Anticipating Income
The CDBG regulations at 24 CFR 570.3 require that, for the purpose of determining eligibility for
program assistance, a subrecipient must project a household’s income in the future. To do so, a
“snapshot” of the household’s current circumstances is used to project future income.
In general, a subrecipient should assume that today’s circumstances will continue for the next 12
months, unless there is verifiable evidence to the contrary. For example, if a head of household is
currently working for $7.00 per hour, 40 hours per week, the subrecipient should assume that this
household member will continue to do so for the next year. Thus, estimated earnings will be $7.00 per
hour multiplied by 2,080 hours, or $14,560 per year. This method should be used even when it is not
clear that the type of income currently received will continue in the coming year. For example, assume a
household member has been receiving unemployment benefits of $300 per month for 26 weeks at the
time of income certification. It is unlikely that the household member will continue on unemployment
for another 52 weeks. However, because it is not known whether or when the household member will
find employment or that the benefits might be extended, the subrecipient should use the current
circumstances to anticipate annual (gross) income. Income would therefore be calculated as follows:
$300 per week x 52 weeks, or $15,600.
The exception to this rule is when documentation is provided that current circumstances will change in
the future. For example, an employer might report that an employee currently makes $17.50 an hour,
but a negotiated union contract will increase this amount to $18.25 an hour eight weeks from the date
of certification. In such cases, income can be calculated based on the information provided.
Some situations present more than the usual challenges in estimating anticipated income. Examples of
challenging circumstances include a household that has sporadic work, seasonal income or one who is
self-employed.
Example 1 – Calculating Anticipated Annual Income
A teacher’s assistant works nine months annually and receives $1,300 per month. During the
summer recess, the teacher’s assistant works for the Parks and Recreation Department for $600 per
month. It is recommended the household’s income be calculated based on anticipated changes:
$11,700
+ 1,800
$13,500

City of Flagstaff
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Example 2 – Anticipated Increase in Hourly Rate
February 1 Certification effective date
$7.50/hour Current hourly rate
$8.00/hour New rate to be effective March 15
(40 hours per week x 52 weeks = 2,080 hours per year)
February 1 through March 15 =
6 weeks
6 weeks x 40 hours =
240 hours
2,080 hours minus 240 hours =
1,840 hours
(check: 240 hours + 1,840 hours = 2,080 hours)
Annual Income is calculated as follows:
240 hours x $7.50 =
$ 1,800
1,840 hours x $8.00 =
$14,720
Annual Income
$16,520

Verifying Income
The City of Flagstaff requires that subrecipients determine income eligibility of CDBG funded program
applicants utilizing third party verification or by examining source documents (such as wage statements
or interest statements) at a minimum, as evidence of annual income.
Subrecipients may develop their own verification procedures provided that they collect third-party
and/or source documentation and that this documentation is sufficient for the City of Flagstaff to
monitor program compliance. (Sample verification forms are provided within this guidebook.

Third-Party Verification
Under this form of verification, a third-party (e.g., employer, Social Security Administration, or public
assistance agency) is contacted to provide information to verify income.
Third-party verifications provide independent verification of information and permit the subrecipient to
determine if any changes to current circumstances are anticipated.
To conduct third-party verifications, a subrecipient will need to obtain a written release from the
household that authorizes the third-party to release required information.
Although written requests and responses are generally preferred, conversations with a third-party are
acceptable if documented through a memorandum to the file that notes the contact person,
information conveyed, date of call, and contact information of the person contacted. In addition, a
subrecipient may obtain third-party written verification by facsimile, email, or Internet. When written
requests and responses are not used, the subrecipient must make adequate effort to ensure the sender
is a valid third-party source.
Some third-party providers may, however, be unwilling or unable to provide the needed information in a
timely manner. Some third-party providers (such as banks) may charge a fee to provide the information.
In such cases, the subrecipients should attempt to find suitable documentation without the third-party
verification – for example, bank statements or a savings passbook. If suitable documentation is not
available, costs associated with third-party verifications are eligible administrative or project expenses
under the CDBG Program. Under no circumstances, however, should low-income applicants be required
to pay for verifications as a condition of receiving assistance.
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Review of Source Documentation
Documents provided by the applicant (e.g., pay stubs, award letters, etc.) may be most appropriate for
certain types of income and can be used as an alternative to third-party verifications. As with third-party
verifications, copies of documents must be retained in project files.
Although easier to obtain than third-party verifications, a review of documents provided by the
applicant often does not provide all necessary information. For instance, an employed applicant’s pay
stubs may not provide sufficient information about the average number of hours worked, overtime, tips,
and bonuses. In this case, the subrecipient may also need to contact the employer to accurately project
annual income.
Should the subrecipient be unable to verify a household income or should the application for assistance,
the returned verification forms, or the source documentation show inconsistencies, the subrecipient
may not provide assistance to any household, individual, or family. For example, if the third-party
employment verification form is returned indicating the employee will not receive any overtime but the
pay stubs indicate regular overtime, the inconsistency must be resolved before the subrecipient can
assist the applicant.

Assessing Information
Subrecipients must assess all the facts underlying the income information collected. Most important,
however, is to identify income red flags such as overtime, bonuses, irregular or sporadic income, income
calculated to be within $500 of the income limit, etc., and carefully reexamine and/or recalculate the
related information. It may be necessary to request additional verifications to further analyze the red
flag item or inconsistency before approving assistance.
NOTE: Always resolve any inconsistencies (red flag) item before assistance. Take the most conservative income
calculation approach or deny the application if information cannot be verified to the subrecipient’s satisfaction.

Additional Considerations
Below are some of the considerations subrecipients must consider:
•

Pay Period. The subrecipient should determine the basis on which employees are paid (hourly,
weekly, bi-weekly, or monthly, and with or without overtime). An employee who gets paid “twice a
month” may actually be paid either twice a month (24 times a year) or every two weeks (26 times a
year). An annual salary is counted as annual income regardless of the payment schedule. For
example, if a teacher’s annual salary is $30,000, this is the annual income regardless of whether the
teacher is paid over a 9- or 12-month period.

•

Stable Pay. For applicants whose jobs provide steady employment (e.g., 40 hours a week, 52 weeks
a year), it can be assumed that there will only be slight variations in the amount of earnings
reflected in monthly or bi-weekly pay stubs. In such cases, two consecutive months’ worth of the
most current income documentation is an appropriate amount, upon which to base a projection of
income over the following 12-month period.

•

Irregular Income. For those whose annual employment is less stable or does not conform to a 12month schedule (e.g., seasonal laborers, construction workers, teachers, self-employed),
subrecipients should examine income documentation that covers the entire previous 12-month
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period. Such workers can experience substantial variations in earned income over the course of a
year. As such, an examination of two months’ worth of income documentation may not provide an
accurate basis upon which to project the applicant’s income over the following 12 months.
Additionally, in these cases, third-party verification becomes very important to ensure that the
applicants are truly income qualified.
Example 3 – Examples of Calculating Irregular Employment Income
The first rule of thumb when calculating irregular income (or any household income, for that matter) is to
include all income. If the household is eligible when all income is included, there are no red flags to address. Any
inconsistencies, or red flag items, require additional verification and documentation to ensure that the
household is, in fact, income eligible. The subrecipient must obtain sufficient documentation to substantiate
that the household is truly income eligible.
Seasonal work. Clyde Kunkel is a roofer. He works from April through September. He does not work in rain or
windstorms. His employer is able to provide information showing the total number of regular and overtime
hours Clyde worked during the previous 12 months.
To calculate Clyde’s anticipated income, use the average number of regular hours over the most recent 12
months multiplied by his current regular pay rate, plus the average number of overtime hours times his current
overtime rate.
Sporadic work. Justine Cowan is not always well enough to work full-time. When she is well, she works as a
typist with a temporary agency. Last year was a good year and she worked a total of nearly six months. This
year, however, she has more medical problems and does not know when or how much she will be able to work.
First, the subrecipient must consider the circumstances of the applicant and which type of assistance the
applicant is applying for. If she is asking for Homebuyer assistance, the Grantee should go no further, due to a
lack of ability to repay a mortgage loan. However, if the applicant is applying for rental assistance, the income
verification process would include documentation of additional information. Because Justine is not working at
the time of her application, the subrecipient must verify the income, even if it is zero income or use anticipated
income, which takes last year’s earning and projects that amount into the next 12 months. Bank statements
must support a lack of income sources being received.
Self-employment income. Juanita Sanchez-Gomez is self-employed as a hair stylist, renting her “chair” in a salon
and doing private haircuts out of her home. Juanita indicates she does her own bookkeeping and taxes. She
states that her stylist work has been inconsistent over the past 12 months due to having to care for her mother,
who was seriously ill the past year, However, since getting an in-home aid for her mother, she has been able to
resume her regular client work.
The issue to resolve is what the applicant’s income will be for the next 12 months. Indications are that the most
recent previous 12 months income would not be reflective of the next 12 months income. As for all selfemployed applicants, it is necessary to get 1 previous year’s tax return. Also, the subrecipient must analyze
copies of Juanita’s personal and business bank account statements to determine if there is any income being
received. If the past month or two statements reflect income at her “regular” income level, and this amount is
consistent with income levels from previous tax returns, the subrecipient might have enough documentation to
certify her income at the higher level. Note, however, income would not be certified at the most recent 12
month earnings level unless the documentation supported this.
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•

Sources of Earned Income. In addition to hourly earnings, subrecipients must account for all
earned income. In addition to the base salary, this will include annual cost of living adjustments
(COLAs), bonuses, raises and overtime pay.
In the case of overtime or bonuses, it is important to clarify whether the overtime or bonus is sporadic
or a predictable component of an employee’s income. If it is determined that an applicant has earned
and will continue to earn overtime pay or bonuses on a regular basis, subrecipients should calculate
the average amount of overtime pay or bonuses earned by the applicant over the pay period the
Grantee is using to calculate income eligibility (3 or 12 months). This average amount is then to be
added to the total amount of projected earned income over the following 12-month period.

•

Declaration of “No Income”. A declaration of no income requires third-party documentation and
thorough analysis. For income eligibility, an adult member of a household cannot report zero
income without the subrecipient verifying that “income” in the same way one would verify another
household member’s $1,000 income. Efforts must be made to document that the adult household
member who reports zero income truly has no income.
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Section 3: Household Size
Determining Household Size
The income limits are adjusted by household size; therefore, one of the first steps in determining
eligibility is to determine and verify the size of the applicant household. Should the subrecipient have
inconsistencies in documents as to the true household size, no assistance should be given without
clearing the red flags issue(s).
Some households may include live-in aides, the children of live-in aides, foster adults or foster children
who are not considered household members for the purposes of determining household size and
income eligibility. These persons should not be counted as household members when determining
household size, and their income, if any, is not included when calculating annual income.
A child who is subject to a shared-custody agreement in which the child resides with the household at
least 50% of the time can be counted in the household, with some documentation of 50% or more
custody. Another example to consider is whether an adult student living away from home is counted as
a household member. How the student is claimed on a tax return could verify household membership
status.
A non-related renter is not counted as a member of a household if it can be verified that rent is paid.
The rent is counted as household income.
Determination of household size is another critical area where subrecipients must assess all the facts
underlying the information collected. Again, as with income, it is most important, to identify “red flags”
such as shared custody of a child, multigenerational households, certain unrelated households, etc., where
the information must be carefully examined, and additional verifications may be required to correctly
analyze the “red flag” item.
Court documents verifying child custody or foster care, source documents verifying cohabitation history
such as utility bills, bank statements, and other documents as required should be requested and examined
to verify household size.

Verifying Household Size
Like Income Verification, household size must be verified before a subrecipient can provide assistance.
Household size not only determines eligibility, but, in some activities, it can determine the number of
bedrooms that can be rented in multi-family rental housing, or if additional bedrooms and/or
bathrooms can be added for single-family rehabilitation activities. Additionally, household size must be
documented in the file with either third-party or review of documents and assistance cannot be given if
red flags or inconsistencies exist.
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Example 4 – Red Flag Household Composition Examples
Household Composition Question: An application for a federally-funded housing program is
made by a family composed of two adults and two children. The adult male of the household is
not on any tax returns, has no verifiable income or any other sort of paper trail to use as
documentation. What alternative documentation is acceptable to prove he is the fourth
household member? The two children are listed on the adult female’s tax return as dependents.
The applicants states that both children are theirs, but they are not married. The household is
over income if the household is three persons instead of four.
Household Composition Answer: Both adults first must sign a third-party release of information
form before proceeding to request verifications. For proof of family composition, request copy
of any one or two of the following:
✓
✓
✓
✓
✓
✓
✓

Current lease or rental agreement
School records for both children to verify parent(s)
Driver’s license or CA ID
Utility bills
Any mail which shows his name living at his address
Insurance policy listing his as beneficiary
DMV vehicle records showing his address

Household Composition Question: An application is submitted by a family for a federally-funded
homeownership program. The household is composed of a husband, wife, their child, and the
wife’s mother and father. What documentation could be considered to verify the five person
household?
Household Composition Answer: Always verify current circumstances to forecast eligibility over
the next year. Therefore, request documentation to show that the grandparents already live in
the household. Request a copy of:
✓
✓
✓
✓

Current lease or rental agreement
Grandparents driver’s licenses or CA IDs with the same address and household
Grandparent’s phone bill at household address
Any mail which shows their name living at the same address

Note: If the grandparents are not presently living in the home, the subrecipient must verify
income for just a three person household. If the household does not qualify under the three
person qualification, but would qualify when adding in the two grandparents, the subrecipient
will have to require some type of documentation (remember self-certification of household size
is not allowed) that confirms the grandparents are, in fact, going to be living in the home once
assistance is given.
Household Composition/Income Question: Is the income from guardianship care counted
towards total household income? Is this handled like foster care income?
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Household Composition/Income Question: Is the income from guardianship care counted
towards total household income? Is this handled like foster care income?
Household Composition/Income Answer:
Guardianship income is counted towards total household income since the guardianship is a
permanent appointment by a court. As such, the child would be counted in the total household
member count. This differs from foster care, where neither the foster child nor the foster care
income are counted (the foster child is not included in the family member count). Foster care is
not intended to be a permanent situation and the income is to offset the expense of “fostering”
the child. Request third-party documentation of court action and guardianship income.
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Section 4: Eligibility Certification
Comparing Annual Income to Published Income Limits
Once household and income information has been established and verified, a subrecipient must
compare the information to the appropriate income limits to determine if the household is eligible for
participation in the federally-funded programs. To determine eligibility, subrecipients must use a copy
of the most recent area median income limits, adjusted for family size for the City of Flagstaff. Family
sizes in excess of 8 persons are calculated by adding 8% of the 4 person income limit for each additional
family member.
The income limits are updated annually (usually in March or April) and are available through City of
Flagstaff Housing Section offices for the applicable activity or on the Internet at the City’s CDBG website.

Steps

Instructions

Step 1: Collect appropriate
income documentation.

Appropriate current documentation includes pay stubs, third-party
verification, bank statements (2 months of all pages of checking and
savings statement)

Step 2: Calculate the
applicant household’s
projected income based upon
documentation.

This calculation must include hourly wage figures, overtime figures,
bonuses, anticipated raises, COLAs, or other anticipated changes in
income.

Step 3: Compare the amount
of projected income against
AMI limit chart for that
household size

Once the subrecipient has calculated the household’s income, it must
compare the household’s final projected figure to the figure on the
income limit chart for that household size.

Comparing Household Income to the HUD Limits
To compare a household’s annual income figure to the income limits, follow these steps:
1. Ensure you are using the most current income limit chart
2. Find the column that corresponds to the number of persons determined to be in the household (i.e.,
household size).
3. Compare the verified income of the household with the income limit for that household size.
Consider the following example:
Mr. and Mrs. Jackson have three children that permanently reside with them. It has been determined by
the Grantee staff that the Jackson’s have an annual household income of $39,500. Based on the income
limits for a 5 person household, the Jackson family must have an income at or below than $48,200 in
order to qualify for assistance. Since the Jackson’s income of $39,500 is less than the 80% of AMI limit
of $48,200, they are eligible to receive assistance.
City of Flagstaff
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Document and “Connect the Dots”
All income and assets included in the application must have third-party verifications and/or source
documentation in the applicant file to support the figures calculated and income certified. Include in the
file written detail of any decisions that were made on how to approach income analysis and
documentation.
Any inconsistencies should be resolved and noted in the file. Assume at all times that the file will be
monitored and must stand on its own without any additional explanation. Assume the staff person who
income qualified the household for assistance will not be there to defend their determinations.
For example, if an application states an adult household member has one full-time job, but source
documents (tax returns) indicate that the adult also has a “consulting” business, you must satisfactorily
resolve that inconsistency with documentation. The subrecipient in this situation cannot just ask the
adult to explain and not get documentation for the file in addition to placing a note in the file explaining
the circumstances.

Timing of Income Certifications
All households that receive assistance must be income eligible at the time assistance is provided. This
declaration of income eligibility is called the certification. Verification of income is the process by which
certification of income eligibility is established. The City of Flagstaff requires that, from the income
certification date, assistance (sample forms are in the appendices) from the subrecipient under CDBG
must be given within six months or the income verification process must begin again. The “date of
assistance” may vary depending on the activity. For example, in the homebuyer activity it is close of
escrow; however, for housing rehabilitation, it would be at the time the promissory notes are executed.
A preliminary determination of eligibility should, however, be made much earlier in the process.
Application processing is labor intensive. Early screening for income eligibility can eliminate excessive
work in processing an ineligible applicant. For example, when considering an application from a
developer to rehabilitate an existing rental project, it is important for a subrecipient to know whether
the current tenants will continue to be eligible once federal housing funds are invested in the project.
Establishing a deadline for formal eligibility determinations is a challenging part of the planning process.
The certification, the formal determination of income eligibility, must be made shortly before a
household receives assistance. Because eligibility determination involves verification of income, waiting
too long can delay assistance. Conducting income certifications too early in the process, however, might
mean that certifications become outdated and must be redone.
If an applicant is determined to be ineligible once income eligibility is calculated, the applicant should
be notified of the denial and their right to appeal the denial in writing. Subrecipients, by adding
language in their guidelines, even within their applications for assistance, could restrict multiple
applications from the same household who may have been denied. The City of Flagstaff recommends
that Grantees restrict the applicant from reapplying for six months. This, however, is a program level
decision but has been done by some subrecipients due to applications that were ineligible being
resubmitted to show them as being eligible (for example, an adult household member who is verified as
having income, is excluded in the second application thereby removing their income from the income
calculations).
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Section 5: Important Highlights
Income verification is required for all adults in a household.
All information provided by applicants should be kept confidential.
At a minimum, your file documentation will include:
a)
b)
c)
d)
e)
f)

Client name and address
Gender
Ethnicity/Race
Head of household status
Income (with copies of source documents/income verification)
Proof of eligibility from HUD Income Calculator Tool

Each Sub-recipient is required to maintain documentation on clients benefiting from activities, program
or projects funded through the City’s CDBG programs. As a condition of the HUD grant, the City, and in
turn, the Subrecipient must certify that low and moderate income persons are being served. HUD also
requires information on the race and ethnic background of the clients, how many are female heads of
household, their residency in the City, and how many are very-low income. City staff and HUD must also
have access to the names of the clients. Any information regarding applicants for services funded
through federal monies shall be held in strict confidence.
Documentation is required to calculate the average household income and determine eligibility for
CDBG financial assistance and/or program enrollment.

The most recent past 60 days of income from ALL sources for all adults in the household is required,
including (when applicable):
o

o
o
o
o
o
o
o

Pay Stubs*
o For applicants paid weekly, this would be eight consecutive paycheck stubs.
o For applicants paid bi-monthly (twice per month) or bi-weekly (every 2 weeks), this
would be four consecutive paycheck stubs.
o For applicants paid monthly, this would be two paycheck stubs or a current social
security letter
Letter from Employer
Social Services/DES Award Letter showing proof of EBT/TANF or temporary disability
Proof of Child Support
Proof of Social Security, SSI, VA Compensation or SSDI
Proof of retirement benefits if applicable
Unemployment compensation letter
Bank Statements from all accounts (2 months)
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Important:
•
•
•

•
•
•

Do not use bank statements to determine income.
Do not accept paychecks without the stub detail.
If paycheck stubs cannot be provided, an employment verification form may be completed,
preferably by the employer or verified orally by phone directly through the case worker and
documented in the client file.
A verification of deposits is required for any periodic and/or unexplained deposits on bank
statements
Applicants with income through self-employment should provide a prior year federal tax
return with a profit and loss statement for business income.
If the applicant claims zero income, they may provide an Affidavit of Self Certification stating
they have zero income and that the information they are providing is true and accurate to
the best of their knowledge. The Affidavit does not have to be notarized but if must include
the client’s name, date, address, phone number, statement, and signature.

Sub-recipients verifying income for CDBG funded programs for the first year are required to utilize and
include in their income verification documentation, client files and monthly requests for
reimbursement a copy of the applicant household income summary from the HUD CPD Income
Eligibility Calculator located at
https://www.hudexchange.info/incomecalculator/
(Instructions are included at the end of this booklet).
Sub-recipients in their second year and beyond may utilize an excel or similar program worksheet to
calculate and document income. This form should still be included in client files and monthly requests
for reimbursement in order to confirm that the client is eligible.
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Section 6: Red Flags and Frequently Asked Questions
•

If someone is paid on the 1st and 15th of the month, which calculation would be used?
o Semi-monthly.

•

If someone is paid every two weeks, which calculation would be used?
o Bi-weekly.

•

To convert income to annual amounts, multiply:
o Monthly Income x 12
o Weekly Income x 52
o Bi-Weekly x 26
o Semi-Monthly x 24
o Hourly full-time x 2080

•

What income is counted for a person 18 years of age or older who is not the head or spouse?
o If the person is a full-time student (is enrolled in 12 credit hours or more), count earned
income up to only $480;
o If the person is a part-time student (is enrolled in less than 12 credit hours), count all of their
income; and
o If the person is not a student, count all of their income.

•

When calculating employment income, is gross income (before taxes) or net income (after taxes)
used?
o Gross income.

•

When an individual receives Social Security benefits, is the amount with or without Medicare
added in?
o The amount should have Medicare added in when computing Annual Income.
o The Medicare is used as a Medical Allowance.

•

When an applicant has received two bonuses from his employment in the last year. Is the bonus
counted as part of the household anticipated income?
o In the case of overtime or bonuses, it is important to clarify whether the overtime or bonus
was a onetime occurrence or a predictable component of an employee’s income. If it is
determined that an applicant has earned and will continue to earn overtime pay or bonuses
on a regular basis, subrecipients should calculate the average amount of overtime pay or
bonuses earned by the applicant over the pay period the subrecipient is using to calculate
income eligibility. This average amount is then to be added to the total amount of projected
earned income over the following 12-month period. The subrecipient should not leave this
discrepancy in the applicant file without addressing it. Or simply count the overtime or bonus
into the applicant annual gross income.
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•

If the applicant household includes a mother and her two children and a renter who pays her
monthly for use of a bedroom with adjoining bathroom. Is the renter part of the household?
o No, the renter is not part of the household. Also, because the person is identified as a renter,
the income of that person is not included; however, the rental payments are counted in the
household’s income calculation. Adequate documentation is needed to show the relationship
is that of a tenant/landlord--the lease, payment receipts, cancelled checks and bank
statements).

•

What is the income calculation formula when the family’s total assets are less than $5,000?
o Use Actual Income from Assets.

•

What is the income calculation formula when the family’s total assets are greater than $5,000?
o Use the greater of Actual Income or Imputed Income.

•

How is imputed income from assets calculated?
o HUD-approved passbook rate x total cash value of assets. Use the passbook calculation only
when assets exceed $5,000.

•

What proof is required for families who declare a family member permanently absent?
o This is at the Housing Agency’s discretion. A policy should be developed and put in writing.

•

If a person is temporarily absent, what income is counted?
o All income of a temporarily absent household member is counted.

•

How do you treat income received by the applicants from persons outside the household?
o Count regular, not sporadic, contributions as income. This would be income received every
month from a friend or family member to pay bills. A Verification of Informal Support is
required. If the amount is claimed as sporadic but appears 2 months in a row, a 3rd month of
bank statements is required. If the amount is deposited three months in a row it is
considered income.

•

If the father of a young single parent pays her monthly utility bills. On average he provides $100
each month. Is this payment counted as income?
o Yes, the $100 per month must be included in the family’s annual income. Note, is some cases
these questions are raised when reviewing the applicant’s checking account and the Grantee
identifies regular deposits that are accounted for in the application.

•

An applicant’s mother purchases and delivers groceries each week for her and her two year old.
The applicant’s mother is not a household member. Is the value of these groceries counted as
income?
o No, the value of the groceries does not count as income despite the fact that they are a regular
contribution or gift to the household.
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•

Income Asset Calculations:
o Checking accounts are considered an asset. To determine the current cash value of the
checking account, add together the ending balance of the checking account for each month.
Divide the total amount by the number of bank statements.
o This number is the average monthly checking account balance which should be documented
as the “current cash value of asset” on the form.

•

An applicant recently received $32,000 in deferred social security benefits following a lengthy
eligibility dispute. Is this lump sum counted as income?
o This delayed payment of social security benefits is treated as an asset, not as income. The funds
would be in the applicant’s checking or savings account and should just be counted as such
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Section 7: Sample Application and Misc. Forms
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Confidential Financial Assistance Application
(Please complete this application in its entirety. Providing all income verification documents with a
complete application will allow us to process your application quickly.)

Non-English Speaking Household? ☐ YES ☐ NO
Female Head of Household? ☐ YES ☐ NO
Primary Applicant:
Name: ___________________________________ Social Security#____________ Date: ______
Address: _______________________________________ City/State/Zip: __________________
Phone (h): ________________ Phone (c): _____________Email: _________________________
Date of Birth: __________ Employer:________________________________________________
Co-Applicant:
Name: ___________________________________ Social Security#____________ Date: ______
Address: _______________________________________ City/State/Zip: __________________
Phone (h): ________________ Phone (c): _____________Email: _________________________
Date of Birth: __________ Employer:________________________________________________
Federal Reporting
Please select up to 2 and indicate Hispanic Ethnicity. This information is voluntary and collected
to assure compliance with fair housing and equal opportunity rules.
Race:
White

American Indian/Alaska Native AND White

Black/ or African American

Native Hawaiian or Other Pacific Islander

Asian

Black or African American AND White

American Indian/Alaska Native

American Indian/Alaska Native & Blac/African American

Asian AND White

Other Multi Racial

Hispanic:

City of Flagstaff
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Disabled:

Yes
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Household Composition Details
List all persons the Head of Household and all other members (adults and children) of the household and
their relationship to the Head of Household
Name

Relationship

Date of
Birth

Sex

Gross Monthly
Income

Applicant
Co-Applicant
Child

Income Details
Check applicable sources of income currently and during the prior 12 months for any and all household
members:
☐Wages
☐TANF
☐Interest
☐SSA
☐SSI
☐Rental Income
☐Disability
☐Unemployment
☐Pension
☐Other: ______________________________________________________________________
For each person receiving income please list the type and gross monthly amount for each different
source of income.
Sources for the income include wages, cash, unemployment, alimony payments, welfare assistance,
social security pension, annuity, trust fund, royalty payments, property rental, property sale, military
allotments and interest from savings, stocks, bonds, certificate of deposit if over $50 per month each.
Person Receiving Income

City of Flagstaff

Source of Income

Annual Amount
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Asset Information
List the type and source of any household assets. Provide the current cash value and estimated annual
income from the asset. Include all checking, and savings accounts held by any of the above household
members.
Household Member

Asset Description

Cash Value or Current Annual Income
Balance
from Asset

Employment Information
Household
Member

Position/Title

Type of Business/Line of Work

Years
Employer or Contractor
Employed Contact Info

For Client Use
Check List of Documents Needed for Income Verification
The most recent past 60 days of income from ALL sources for all adults in the household is required,
including:
☐Pay Stubs*
If you are paid weekly, this would be eight consecutive paycheck stubs.
If you are paid bi-monthly (twice per month) or bi-weekly (every 2 weeks), this would be
four consecutive paycheck stubs.
If you are paid monthly, this would be two paycheck stubs or a social security letter

☐Letter from Employer
☐Social Services/DES Award Letter showing proof of EBT/TANF or temporary disability
☐Proof of Child Support (received)
☐Proof of Social Security, SSI, VA Compensation or SSDI
☐Proof of retirement benefits if applicable
☐Unemployment compensation letter
☐Bank Statements from all accounts (2 months)
☐Verification of Deposits
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If your household does not meet HUD income guidelines for the program you are applying for,
_________agency__________ administrators may be aware of other assistance programs. Use this
space to include any additional information or extenuating circumstances that were not included on this
application. I want/need assistance because: ________________________________________________
_____________________________________________________________________________________
_____________ I certify that the above information is true and complete to the best of my knowledge.
PRIVACY ACT NOTICE STATEMENT The information on this form is being collected to determine your
eligibility for assistance under the Community Development Block Grant program. It will be used to
manage the CDBG Program, to protect the Government’s financial interest, and to verify the accuracy of
the information furnished. It may be released to appropriate Federal, State, and local agencies (or their
agents) when relevant, to civil, criminal, or regulatory investigators and prosecutors.
PERMISSION I give permission to the City of Flagstaff to release information in my application as
necessary to obtain services on my behalf by making necessary referrals to community and state
agencies. As necessary, my family and significant others may be contacted in regard to this application.
AUTHORIZATION TO RELEASE FINANCIAL, CREDIT, AND PERSONAL INFORMATION
I hereby consent to the inspection, copying and obtaining by interview any and all information concerning
my financial status, credit and character by the City of Flagstaff, or any representative thereof. Such
information shall include, but is not limited to, all financial records, documents and reports from banks,
mortgage companies, credit agencies, law enforcement agencies, and interviews with employers,
landlords, neighbors, and personal references, etc.
CERTIFICATIONS I certify that the information in this form is true and complete to the best of my
knowledge and belief. I understand that I can be fined up to $10,000 or imprisoned up to five years if I
furnish false or incomplete information. I also understand that in the event the information is found to
be incorrect, I may become ineligible for the assistance provided.
I agree to inform __________________agency__________________, immediately, of any change in my
income or household size. I understand that false or incomplete information could jeopardize my
financial assistance. I give my permission to the CDBG program grant administrator to make any
inquiries necessary to verify the information submitted with this application and to share necessary data
with those administrators that are required by Federal or State law to review the documentation
provide. I understand that knowingly providing false information is against the law and is subject to
prosecution.
Primary Applicant Printed Name: ___________________________________________
Primary Applicant Signature: _________________________________________________ Date: _______
Other Adult Household Member Printed Name: ___________________________________
Other Adult Household Member Signature: _______________________________________ Date: _____
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FOR OFFICE USE ONLY
Primary Applicant Name: _______________________________________ Client #: __________

Household Size: _____

Eligible: ☐ YES

Annual Income: __________

Area Median Income %: ______

☐NO

Check List of Documents Provided for Income Verification
The most recent past 60 days of income from ALL sources for all adults in the household is
required, including:
☐Pay Stubs*
• If you are paid weekly, this would be eight consecutive paycheck stubs.
• If you are paid bi-monthly (twice per month) or bi-weekly (every 2 weeks),
this would be four consecutive paycheck stubs.
• If you are paid monthly, this would be two paycheck stubs or a current social
security letter
☐Letter from Employer
☐Social Services/DES Award Letter showing proof of EBT/TANF or temporary
disability
☐Proof of Child Support (received)
☐Proof of Social Security, SSI, VA Compensation or SSDI
☐Proof of retirement benefits if applicable
☐Unemployment compensation letter
☐Bank Statements from all accounts (2 months)
☐Verification of Deposits
NOTES: _______________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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RECORD OF VERBAL VERIFICATION
APPLICANT INFORMATION
Regarding:

__________________________________________________________________

Address:

__________________________________________________________________
_________________________________________________________________

Date Received: _______________________

INFORMATION VERIFIED
Item Verified:

____________________________________________________________

Person Contacted:

____________________________________________________________

Contact Information: ____________________________________________________________
Representing:

____________________________________________________________

INFORMATION SUPPLIED
_____________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________
DATE AND TIME RECEIVED:_______________________________________________________
______________________________________
Printed Name of Person Receiving Verification

City of Flagstaff
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AFFADAVIDT OF SELF CERTIFICATION OF ZERO INCOME
Primary Applicant: _________________________________
Do you receive any of the following? Please answer Y/N
________ Income from permanent or temporary employment by a business or individual
________ Income from any self-employment venture, including side jobs, direct sales, internet, etc.
________ Income from social security, public assistance, unemployment compensation, other agency
________ Regular recurring gifts from any person or agency.
________ Income from any other source: __________________________________________________
ATTACH MOST RECENT COPY OF YOUR FEDERAL TAX RETURN.
Please explain any Y (Yes) answers:

Please indicate the period of time you expect to receive no income: _____________________________
I hereby certify under penalty of perjury that that there is no income/money received by me from any
source, including but not limited to: income from wages, public assistance, Social Security Income, Social
Security Disability Income, pensions, benefits, child support, alimony, self-employment or regular gifts or
support from family/friends and that the information provided above is accurate and complete to the
best of my knowledge. I consent to release such information in order to comply with government
regulations regarding allocation of Section 42 housing. I understand that providing false or misleading
information under oath may subject me to criminal penalties. I fully understand what information is
being requested and the ramifications of my not providing complete and truthful responses.
Executed on ___________________, 20_____, at _____________________ Arizona.
Signature (zero-income household member): _______________________________________________

WARNING: Section 1001 of Title 18 of the U.S. Code makes it a criminal offense to make willful false
statements of misrepresentation to any department or agency of the United States as to any matter
within its jurisdiction.
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VERIFICATION OF INCOME FROM BUSINESS
Based on business transacted from

Re: _______________________________
_______ to _______

Agency: ________________________
Contact:__________________________
1. Gross Income
AUTHORIZATION: Federal regulations
require us to verify Business Income of all
members of the household applying for
participation in the CDBG Program which we
operate and to re-examine this income
periodically. We ask your cooperation in
supplying this information. This information
will be used only to determine the eligibility
status and level of benefit of the household.
Your prompt return of the requested
information will be appreciated. A selfaddressed return envelope is enclosed.

2. Expenses
(a)Interest on loans
(b)Cost of goods/materials
(c) Rent
(d)Utilities
(e)Wages/salaries
(f) Employee contributions
(g)Federal Withholding Tax
(h)State Withholding Tax
(i) FICA
(j) Sales tax
(k) Other:
____________________

$__________
$__________
$__________
$__________
$__________
$__________
$__________
$__________
$__________
$__________

____________________

$__________

____________________

$__________

(l) Straight line depreciation
Total Expenses
3. Net Income
RELEASE: I hereby authorize the release of
the requested information.

$__________

$__________

$__________
$__________
$__________

Signature of ________________________ or
Authorized Representative ______________

____________________________________
(Signature of Applicant)
Date:_______________________________

_____________________________________
Title: _________________________________
Date: _________________________________
Telephone:____________________________

WARNING: Title 18, Section 1001 of the U.S. Code states that a person is guilty of a felony for knowingly
and willingly making false or fraudulent statements to any department of the United States
Government.

ATTACH MOST RECENT COPY OF FEDERAL TAX RETURN.
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VERIFICATION OF RECURRING CASH CONTRIBUTIONS
Re: _______________________________
Agency: _____________________________
Contact: ____________________________
AUTHORIZATION: Federal regulations
require us to verify Recurring Cash
Contributions made to all members of the
household applying for participation in the
CDBG Program which we operate and to reexamine this income periodically. We ask
your cooperation in supplying this information.
This information will be used only to determine
the eligibility status and level of benefit of the
household.
Your prompt return of the requested
information will be appreciated. A selfaddressed return envelope is enclosed.

Purpose of Cash Contribution:
_____________________________________
_____________________________________
_____________________________________
_____________________________________

Amounts anticipated to be received during the
next 12 months:
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________
Date: _______________________$_________

RELEASE: I hereby authorize the release of
the requested information.

Signature of____________________________
or Authorized Representative

___________________________________

_____________________________________

(Signature of Applicant)
Date: ________________________________

Title: ________________________________
Date: ________________________________
Telephone: ___________________________

WARNING: Title 18, Section 1001 of the U.S. Code states that a person is guilty of a felony for knowingly
and willingly making false or fraudulent statements to any department of the United States
Government.
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Section 8: Part 5 Income and Asset Inclusions and Exclusions
Part 5 Income Inclusions
This table presents the Part 5 income inclusions as stated in the HUD Technical Guide for Determining
Income and Allowances for HOME Program (Third Edition; January 2005).
General Category

(Last Modified: January 2005)

1. Income from
wages, salaries,
tips, etc.

The full amount, before any payroll deductions, of wages and salaries,
overtime pay, commissions, fees, tips and bonuses, and other compensation
for personal services.

2. Business Income

The net income from the operation of a business or profession. Expenditures
for business expansion or amortization of capital indebtedness shall not be
used as deductions in determining net income. An allowance for depreciation
of assets used in a business or profession may be deducted, based on straightline depreciation, as provided in Internal Revenue Service regulations. Any
withdrawal of cash or assets from the operation of a business or profession
will be included in income, except to the extent the withdrawal is
reimbursement of cash or assets invested in the operation by the family.

3. Interest &
Dividend Income

Interest, dividends, and other net income of any kind from real or personal
property. Expenditures for amortization of capital indebtedness shall not be
used as deductions in determining net income. An allowance for depreciation
is permitted only as authorized in number 2 (above). Any withdrawal of cash or
assets from an investment will be included in income, except to the extent the
withdrawal is reimbursement of cash or assets invested by the family. Where
the family has net family assets in excess of $5,000, annual income shall
include the greater of the actual income derived from all net family assets or a
percentage of the value of such assets based on the current passbook savings
rate, as determined by HUD.

4. Retirement &
Insurance Income

The full amount of periodic amounts received from Social Security, annuities,
insurance policies, retirement funds, pensions, disability or death benefits, and
other similar types of periodic receipts, including a lump-sum amount or
prospective monthly amounts for the delayed start of a periodic payment
(except for certain exclusions, listed in Income Exclusions, number 14).

Payments in lieu of earnings, such as unemployment and disability
5. Unemployment
compensation, worker's compensation and severance pay (except for certain
& Disability Income
exclusions, listed in Income Exclusions, number 3).
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Welfare Assistance. Welfare assistance payments made under the Temporary
Assistance for Needy Families (TANF) program are included in annual income:

6. Welfare
Assistance

• Qualify as assistance under the TANF program definition at 45 CFR 260.31;
and
• Are otherwise excluded from the calculation of annual income per 24 CFR
5.609(c).
If the welfare assistance payment includes an amount specifically designated
for shelter and utilities that is subject to adjustment by the welfare assistance
agency in accordance with the actual cost of shelter and utilities, the amount
of welfare assistance income to be included as income shall consist of:
• the amount of the allowance or grant exclusive of the amount specifically
designated for shelter or utilities; plus:
• the maximum amount that the welfare assistance agency could in fact
allow the family for shelter and utilities. If the family welfare assistance is
reduced from the standard of need by applying a percentage, the amount
calculated under 24 CFR 5.609 shall be the amount resulting from one
application of the percentage.

7. Alimony, Child
Support, & Gift
Income

Periodic and determinable allowances, such as alimony and child support
payments, and regular contributions or gifts received from organizations or
from persons not residing in the dwelling.

8. Armed Forces
Income

All regular pay, special day, and allowances of a member of the Armed Forces
(except as provided in number 8 of Income Exclusions).
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Part 5 Income Exclusions
This table presents the Part 5 income exclusions as stated in the HUD Technical Guide for Determining
Income and Allowances for HOME Program (Third Edition; January 2005).
General Category

(Last Modified: January 2005)

1. Income of
Children

Income from employment of children (including foster children) under the age
of 18 years.

2. Foster Care
Payments

Payments received for the care of foster children or foster adults (usually
persons with disabilities, unrelated to the tenant family, who are unable to live
alone).

3. Inheritance and
Insurance Income

Lump-sum additions to family assets, such as inheritances, insurance payments
(including payments under health and accident insurance and worker's
compensation), capital gains, and settlement for personal or property losses
(except for certain exclusions, listed in Income Inclusions, number 5).

4. Medical Expense Amounts received by the family that are specifically for, or in reimbursement
Reimbursements
of, the cost of medical expenses for any family member.
5. Income of Live-in
Income of a live-in aide (as defined in 24 CFR5.403).
Aides
6. Income from a
Disabled Member

Certain increase in income of a disabled member of qualified families residing
in HOME-assisted housing or receiving HOME tenant-based rental assistance
(24 CFR 5.671 (a)).

7. Student Financial The full amount of student financial assistance paid directly to the student or
Aid
to the educational institution.
8. "Hostile Fire" Pay The special pay to a family member serving in the Armed Forces who is
exposed to hostile fire.

9. Self-Sufficiency
Program Income

City of Flagstaff

a. Amounts received under training programs funded by HUD.
b. Amounts received by a person with a disability that are disregarded for
a limited time for purposes of Supplemental Security Income eligibility
and benefits because they are set side for use under a Plan to Attain
Self-Sufficiency (PASS).
c. Amounts received by a participant in other publicly assisted programs
that are specifically for, or in reimbursement of, out-of-pocket
expenses incurred (special equipment, clothing, transportation,
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childcare, etc.) and which are made solely to allow participation in a
specific program.
d. Amounts received under a resident service stipend. A resident service
stipend is a modest amount (not to exceed $200 per month) received
by a resident for performing a service for the PHA or owner, on a parttime basis, that enhances the quality of life in the development. Such
services may include, but are not limited to, fire patrol, hall
monitoring, lawn maintenance, resident initiatives coordination, and
serving s a member of the PHA’s governing board. No resident may
receive more than one such stipend during the same period of time.
e. Incremental earnings and benefits resulting to any family member
from participation in qualifying state or local employment training
programs (including training not affiliated with a local government)
and training of a family member as resident management staff.
Amounts excluded by this provision must be received under
employment training programs with clearly defined goals and
objectives, and are excluded only for the period during which the
family member participates in the employment-training program.
10. Gifts

Temporary, nonrecurring, or sporadic income (including gifts).

11. Reparation
Payments

Reparation payments paid by a foreign government pursuant to claims filed
under the laws of that government by persons who were persecuted during
the Nazi era.

12. Income from
Full-time Students

Earnings in excess of $480 for each full-time student 18 years old or older
(excluding the head of household or spouse).

13. Adoption
Assistance
Payments

Adoption assistance payments in excess of $480 per adopted child.

14. Social Security & Deferred periodic amounts from supplemental security income and social
SSI Income
security benefits that are received in a lump sum amount or in prospective
monthly amounts.
15. Property Tax
Refunds

Amounts received by the family in the form of refunds or rebates under state
or local law for property taxes paid on the dwelling unit.

16. Home Care
Assistance

Amounts paid by a state agency to a family with a member who has a
developmental disability and is living at home to offset the cost of services and
equipment needed to keep this developmentally disabled family member at
home.
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Part 5 Asset Inclusions and Exclusions
This table presents the Part 5 asset inclusions as stated in the HUD Technical Guide for Determining
Income and Allowances for HOME Program (Third Edition; January 2005).
Inclusions
1.

Cash held in savings accounts, checking accounts, safe deposit boxes, homes, etc. For savings
accounts, use the current balance. For checking accounts, use the average 6-month balance.
Assets held in foreign countries are considered assets.

2.

Cash value of revocable trusts available to the applicant.

3.

Equity in rental property or other capital investments. Equity is the estimated current market
value of the asset less the unpaid balance on all loans secured by the asset and all reasonable
costs (e.g., broker fees) that would be incurred in selling the asset. Under HOME, equity in the
family's primary residence is not considered in the calculation of assets for owner-occupied
rehabilitation projects.

4.

Cash value of stocks, bonds, Treasury bills, certificates of deposit and money market accounts.

5.

Individual retirement, 401(K), and Keogh accounts (even though withdrawal would result in a
penalty).

6.

Retirement and pension funds.

7.

Cash value of life insurance policies available to the individual before death (e.g., surrender
value of a whole life or universal life policy).

8.

Personal property held as an investment such as gems, jewelry, coin collections, antique cars,
etc.

9.

Lump sum or one-time receipts, such as inheritances, capital gains, lottery winnings, victim's
restitution, insurance settlements and other amounts not intended as periodic payments.

10.

Mortgages or deeds of trust held by an applicant.

Exclusions
1.

Necessary personal property, except as noted in number 8 of Inclusions, such as clothing,
furniture, cars and vehicles specially equipped for persons with disabilities.

2.

Interest in Indian trust lands.

3.

Assets not effectively owned by the applicant. That is, when assets are held in an individual's
name, but the assets and any income they earn accrue to the benefit of someone else who is
not a member of the household and that other person is responsible for income taxes incurred
on income generated by the asset.

4.

Equity in cooperatives in which the family lives.

5.

Assets not accessible to and that provide no income for the applicant.

6.

Term life insurance policies (i.e., where there is no cash value).

Assets that are Part of an Active Business. "Business" does not include rental of properties that are held
as an investment and not a main occupation.
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Section 9: Income Calculation Examples
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Section 10: HUD Income Eligibility Calculator Instructions

You will need to log in or sign up if you do not already have an account.
Below are step by step instructions for using the calculator.
You can also access a HUD sponsored webinar here:
https://www.hudexchange.info/trainings/courses/using-the-income-calculator-todetermine-annual-income-webinar1/
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You can pick either one
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Be sure to enter income for ALL household members

City of Flagstaff

CDBG Income Verification Guidebook

Page 55 of 57

After exporting PDF, include the file in the income verification documentation in your client
files. Also include a copy in your request for reimbursement to show client eligibility.
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