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                                LOW INCOME HOUSING TAX CREDIT POLICY & PROCEDURES
Compliance Department
Kim Webb, Director                              Sheri Smith
             
                           Angie Harper
1190 Mt. Aetna Road
                    1190 Mt. Aetna Road
                           1190 Mt. Aetna Road
Suite 206

                    Suite 206

                           Suite 206
Hagerstown, MD 21740                         Hagerstown, MD 21740                           Hagerstown, MD 21740
Phone: 240-347-4967                            Phone: 240-347-4968                              Phone:  240-347-4969
kimwebb@tmamgroup.com                   sherismith@tmamgroup.com                   aharper@tmamgroup.com
moveins@tmamgroup.com
MOVE-IN
All move-ins must have prior approval from the compliance department. Applicant information should be scanned after screening of credit/criminal report. The Rental Application and Household Questionnaire (if applicable) along with all verifications should be scanned using the Move-in Transmittal Sheet.  A response will be e-mailed back within 48 hours either approving or pending and requesting further information. If further information is required, use the pending move in status form as the cover sheet and scan requested information. Allow an additional 24 hours for response. Once approved, the signed Tenant Income Certification (TIC), required Lease pages, Addendum, and a copy of the move in approval should be scanned and sent back to compliance.
List of required verifications, certifications, & affidavits as they apply to the household:
NO WHITE OUT.
CROSSOUTS AND/OR CORRECTIONS MUST BE INITIALED

· Completed Manager Certification

·  Employment Verifications– Must be third party w/ current paystub
* Always use maximum # of hours worked for tax credit qualification
* Overtime must be computed at time and ½
        OR  Six Current Consecutive Paystubs if third party not obtainable
· Asset Verification– Third party or the last 6 months of consecutive bank statements (if assets exceed 5k)
* Checking Account– use average 6 month balance
* Savings Account– use actual balance

* Imputed Rate– .06%

· Current Bank Statement

· Under $5,000 Asset Certification (if assets below 5k)
· Affidavit of Child Support along with verification from child support agency     

· Non-Employment Statement for all HH members 18 or older
· Limited Income Verification Checklist 

· Verification of Income from Supplemental Source  

· Unemployed Status Affidavit
· Verification of Social Services
· Verification of Social Security and/or Pension Verifications

· Annual Student Certification

The following must be sent as final backup AFTER move in:

(These forms should be scanned within 72 hours after tenant signature using cover sheet for Move Ins)

· Signed TIC OR State required software TIC
· Copy of Lease Pages with tenant names, effective dates, rent amount and signatures

· Addendum to Rules and Regulations
· Any additional information requested on Move In Status Form

Attach an adding machine tape for each verification reflecting the calculation method used.  Do not write on the actual verifications.
Be advised that all income received in the household must be third party verified OR include six consecutive pay stubs WITHIN 120 DAYS of the certification effective date. 
Do not send copies of medical receipts, pharmacy receipts, criminal reports, credit reports, daycare expenses, SS cards, or copies of licenses.
MAXIMUM INCOME & RENTS

A Manager’s Certification will be emailed each time that HUD releases area income limits and will reflect the maximum income and rent limits for each property. Site Manager must contact their Compliance Monitor at any point during the year that the tenant paid rent exceeds the maximum allowable rent listed in the current manager certification.
Eligibility is based on GROSS annual income.

STUDENTS

All full-time student households must have approval whether it is an initial move-in or recertification. 

Be advised that once a household is completely made up of Full-time Students, it is no longer LIHTC qualified UNLESS they meet one of the following exceptions:

1. A single parent with a child in the household who is not claimed on any other persons aside from the other parents tax return (see Annual Student Status Certification for required documentation)
2. Eligible to file a joint federal tax return (See Annual Student Certification for required documentation)
3. Receiving TANF payments on behalf of minor children

4. Enrolled in a job training program receiving assistance under the Job Training Partnership Act or funded by the state or local government agency (See Annual Student Certification for required documentation)
5. A student who was previously under the foster care and placement responsibility of the State Agency responsible for administering a plan under part B of Title IV of the Social Security Act. (See Annual Student Certification for required documentation)
 Contact Compliance for further instruction.

Certification Procedures:
EXTENDED USE PERIOD 
Initial Move In approval required only.  Using information from current RD/HUD certification or Recertification Questionnaire for Non RD/HUD properties, update required software annually on the anniversary date with current income, rent and student status. Signed TIC and Annual Student Certification are required in the tenant file. 
NON RD/HUD PROPERTIES  

Initial Move In and First Annual Recertification will require all third party verifications and supporting documentation.  After first year, recertify annually on anniversary date with the household information completed on a Recertification Questionnaire. Signed TIC, Annual Student Certification and completed Manager Certification are required in the tenant file. 
DELAWARE, NEW YORK & OHIO
Initial Move In will require signed TIC with all third party and supporting documentation.  After first year, recertify along with RD. Signed TIC, Manager Certification and Annual Student Certification are required in the tenant file. 
MARYLAND

Initial Move In will require signed TIC with all third party and supporting documentation.  After first year, recertify along with RD, update the Spectrum software. Signed TIC, Manager Certification and Annual Student Certification are required in the tenant file.  Completed Spectrum reports will be due at the end of December each year. Further instructions will be sent.

NORTH CAROLINA
Initial Move In will require signed RCRS TIC with all third party and supporting documentation.   After first year, update RCRS at annual RD/HUD Tenant Certification, send the signed TIC, completed Manager Certification and Annual Student Certification are required in the tenant file. 
PENNSYLVANIA

Initial Move In and First Annual Recertification will require signed TIC along with all third party and supporting documentation. After first year, recertify along with RD, update in the LIHTC Web Entry System. Signed TIC, completed Manager Certification and Annual Student Certification are required in the tenant file. 
VIRGINIA
Initial Move In will require signed WTCS TIC with all third party and supporting documentation.  After first year, HUD properties recertify annually on anniversary date and RD properties certify on anniversary date using most current RD certification information (even though verifications may be older than 120 days), update in WTCS with effective date, income, rent, household composition, utility allowance and current student status. Annual recertifications will require a signed TIC, completed Manager Certification, and Annual Student Certification in the tenant file. 
WEST VIRGINIA

Initial Move In and First Annual Recertification will require signed TIC along with all third party and supporting documentation.  After first year, recertify along with RD, update the Spectrum software and send the signed TIC, completed Manager Certification and Annual Student Certification to your Compliance Monitor.  Completed Spectrum reports will be due at the end of December each year. Further instructions will be sent. 
Initial Move In OR Transfers to a Different Building

· Requires Pre Approval

· All final back up, the signed PMAS OR State Software Tenant Income Certification, Lease Pages, LIHTC Lease Addendum and any final requested documentation must be SCANNED to your Compliance Monitor within 72 hours of move in date.

ANNUAL REPORTING

Each state has different year-end reporting requirements. The Site Manager will be contacted by their Compliance Monitor with detailed instructions.  

NEW LIHTC PROPERTIES

Upon acquisition, all tenants on the property must be initially certified. Your Compliance Monitor will notify you of the income and rent limits along with specific instructions.

Note:
Annual income for rent calculation should always be calculated based on the RD/HUD guidelines.
The above procedures are for tax credit compliance only and may differ from RD/HUD procedures. 
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