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Chapter 15  

15.0 RECERTIFICATIONS 
 

At least annually, IHFA will conduct a reexamination of family income and 

circumstances. The results of the reexamination determine (1) the rent the family will 

pay, and (2) whether the family is housed in the correct unit size.  The annual 

recertification will be started no more than 120 days prior to the anniversary effective 

date but no less than 90 days prior to the anniversary effective date.  To alleviate any 

possible delays, Branch staff should start the process as close as possible to 120 days 

prior to the effective date. 

 

15.1 GENERAL AND ANNUAL RECERTIFICATIONS  

 

IHFA will send a notification letter to the family letting them know that it is time for their 

annual reexamination, giving them the option of selecting either the flat rent or income 

method, and scheduling an appointment if they are currently paying an income rent.  If 

the family thinks they may want to switch from a flat rent to an income rent, they must 

request an appointment. At the appointment, the family can make their final decision 

regarding which rent method they will choose. The letter also includes, for those families 

paying the income method, forms for the family to complete in preparation for the 

interview. The letter includes instructions permitting the family to reschedule the 

interview if necessary. The letter tells families who may need to make alternate 

arrangements due to a disability that they may contact staff to request an accommodation 

of their needs. The notice will be sent approximately 120 days prior but no less than 90 

days prior to the effective date.  Also see Section 12.2.  

 

During the appointment, IHFA will determine whether family composition may require a 

transfer to a different bedroom size unit. 

 

To ensure uniformity and compliance with HUD regulations, IHFA has established 

procedures for the annual recertification process as outlined below.  These procedures are 

essential to the re-examination process.  
 

 AR notices will be sent to the tenant 90 – 120 days prior to the effective date of 

the annual recertification effective date. 

 Each adult member of the household will be required to sign a Redetermination 

form as well as other forms required by IHFA and HUD related to the annual re-

examination process.  

 IHFA will obtain third party verifications of all income, employment, allowances, 

assets, deductions, family composition & age of household members, social 

security numbers and other such data appropriate for the family’s circumstances. 

This information will be filed in the tenant’s file folder.  In addition to third party 

verifications, IHFA utilizes the EIV system to verify if there is any unreported 

income but also reserves the right to run a credit check for each adult household 

member at the time of re-examination to help detect any unreported income. (24 
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CFR 960.259) 

 IHFA will verify information to determine eligibility with respect to: 

1) The resident as a family or remaining member of a family 

2) Appropriate unit size 

3) Income-based rent the family would pay or provide the household the 

opportunity to pay the set flat rent for that unit 

 IHFA will determine Community Service requirements and/or exemptions for 

each adult household member and if those requirements have been met.  
  

NOTE:  

1) IHFA reserves the right to obtain Criminal Background checks for each adult household member at the time of  

annual re-examination. (Public Occupancy Guidebook, Chapter 12, Section 12.2)     

2) IHFA reserves the right to obtain a credit check for each adult household member at the time of annual re-

examination.  (24 CFR 960.259 and Public Occupancy Guidebook, Chapter 12, Section 12.2) 

 

15.2 MISSED APPOINTMENTS 

 

If the family fails to respond to the letter and fails to attend the interview, a second letter 

will be mailed. The second letter will advise of a new time and date for the interview, 

allowing for the same considerations for rescheduling and accommodation as above. The 

letter will also advise that failure by the family to attend the second scheduled interview 

may result in IHFA taking eviction actions against the family.  

 

15.3 FLAT RENTS 

 

The annual letter to flat rent payers regarding the reexamination process will state the 

following: 
 

A. Once each year, usually during the annual reexamination, the family has the 

option of selecting a flat rent amount in lieu of completing the reexamination 

process and having their rent based on the income amount. 
 
B. The amount of the flat rent. 
 
C. A fact sheet about flat rents and income rents. 
  
D. Families who opt for the flat rent will be required to go through the income 

reexamination process every three years, rather than the annual review they 

otherwise would undergo. However, Family Composition must be reviewed 

annually as required by HUD. 
 
E.    Families who opt for the flat rent may request to have a reexamination and return 

to the income based method at any time for any of the following reasons: 
  

1. The family's income has decreased. 
 
2. The family's circumstances have changed increasing their expenses for 

child care, medical care, etc. 
 
3. Other circumstances creating a hardship on the family such that the 

income method would be more financially feasible for the family. 
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F. The name and phone number of an individual to call to get additional information 

concerning flat rents. 
 

G. A certification for the family to sign accepting or declining the flat rent. 

 

Once each calendar year, IHFA will offer the household a choice between a flat or an 

income based rent. The opportunity to select the flat rent is available only once each 

calendar year. At the appointment, IHFA may assist the family in identifying the rent 

method that would be most advantageous for the family. If the family wishes to select the 

flat rent method without meeting with the IHFA representative, they may make the 

selection on the form and return the form to IHFA. In such case, IHFA will cancel the 

appointment. 

 

15.4 THE INCOME METHOD   

 

During the interview, the family will provide all information regarding income, assets, 

expenses, and other information necessary to determine the family's share of rent. The 

family will sign the HUD consent form and other consent forms that later will be mailed 

to the sources that will verify the family circumstances. 

 

Upon receipt of verification, IHFA will determine the family's annual income and will 

calculate their rent as follows: 
 

The total tenant payment is equal to the highest of: 
 

A.  10% of monthly income; 
 
B.  30% of adjusted monthly income; or 
 

            C.   The minimum rent; the family will pay the great of the total tenant payment or the 

minimum rent of $50.00. 

 

15.5 EFFECTIVE DATE OF RENT CHANGES FOR ANNUAL REEXAMINATIONS  

 

The new rent will generally be effective upon the anniversary date with fifteen (15) days 

notice of any rent increase to the family. 

 

If the rent determination is delayed due to a reason beyond the control of the family, then 

any rent increase will be effective the first of the month after the month in which the 

family receives a 15-day notice of the amount. If the new rent is a reduction and the delay 

is beyond the control of the family, the reduction will be effective as scheduled on the 

anniversary date. 

 

If the family caused the delay, then any increase will be effective on the anniversary date. 

Any reduction will be effective the first of the month after the rent amount is determined. 
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15.6 INTERIM REEXAMINATIONS   

 

 During an interim reexamination, only the information affected by the changes being 

reported will be reviewed and verified.  

 

Families are required to report the following changes to IHFA between regular 

reexaminations. If the family's rent is being determined under the income method, these 

changes will trigger an interim reexamination. The family shall report these changes 

within ten (10) business days of their occurrence.  (Please note that not all increases in 

income will result in a higher rent being owed.) 
 

A. Any increase in gross household income.  Tenants are required to report any 

increase in their household income, regardless of the amount; 
  

B. Change in household composition. 
 

C. Receipt of a deferred payment in a lump sum which represents the delayed start of 

a periodic payment such as unemployment. 
 

D. A decrease in household allowances or deductions. 
 

 
NOTE: SSI or Social Security Deferred Periodic Payments; Educational Scholarships for the costs of 

tuition, fees, books, etc.; HUD funded training programs (Step Up); and JTPA payments will not be 

included as income. 

 

In order to add a household member other than through birth or adoption (including a 

live-in aide), the family must request that the new member be added to the lease. Before 

adding the new member to the lease, the individual must complete an application form 

stating their income, assets, and all other information required of an applicant. The 

individual must provide their Social Security number if they have one and must verify 

their citizenship/eligible immigrant status. (Their housing will not be delayed due to 

delays in verifying eligible immigrant status other than delays caused by the family.) The 

new family member will go through the screening process similar to the process for 

applicants. IHFA will determine the eligibility of the individual before adding them to the 

lease. If the individual is found to be ineligible or does not pass the screening criteria, 

they will be advised in writing and given the opportunity for an informal review. If they 

are found to be eligible and do pass the screening criteria, their name will be added to the 

lease. At the same time, if the family’s rent is being determined under the income 

method, the family's annual income will be recalculated taking into account the 

circumstances of the new family member. 

 

Families are not required to, but may at any time, request an interim reexamination based 

on a decrease in income, an increase in allowable expenses, or other changes in family 

circumstances. Upon such request, IHFA will take timely action to process the interim 

reexamination and recalculate the tenant's rent. 

 

The family will be given a 15-day written notice prior to the first of the affected month 

for a rent increase, and the opportunity to request an Informal Hearing. 
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Decreases in tenant rent will be made effective on the first of the month following that in 

which the change was recorded.  However, no tenant rent reductions will be processed 

until all of the facts have been verified, even in a retroactive adjustment results.  

 

Temporary decreases in tenant income of less than six (6) consecutive weeks will not 

constitute an interim reexamination to be processed. 

 

Families may not waive the 15-day written notice for an increase in tenant rent. 

 

15.7 SPECIAL REEXAMINATIONS 

 

If a family's income is zero, fluctuates or is too unstable to project for twelve (12) 

months, including families that temporarily have no income or have a temporary decrease 

in income, IHFA will schedule special reexaminations every ninety (90) days until 

the income stabilizes and an annual income can be determined.  The household will 

also be required to complete a Statement of Monthly Income each month until IHFA 

determines it is no longer necessary. 

 

15.8 EFFECTIVE DATE OF RENT WHEN AN INTERIM IS NOT REPORTED IN A 

TIMELY MANNER  

 

If the family does not report a change within ten (10) business days of when the change 

occurred, the family will be determined to have caused an unreasonable delay in the 

interim reexamination process.  Deviation from normal effective dates may be justified 

due to the family’s failure to supply the required information or notification. 
 
Decreased Tenant Rent:  The change will be effective on the first of the month following 

the month in which verification is completed.  (Not on a retroactive basis). 
 
Increased Tenant Rent:  The change will be effective retroactive to the date it would have 

been effective, had it been reported on a timely basis. 

 
Note: Families with a fluctuating, unstable and/or zero income will be required to complete a Statement of 

Monthly Income each month and will be recertified every 90 days. 


