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CDBG PROGRAM ELIGIBILITY  

AND INCOME VERIFICATION 

Income Calculations: 

An average of household income is first calculated by determining the 

frequency of pay of each person.  For CDBG programs 60 days of past income is 

required to complete this step.   

  For one who is paid weekly, this would be eight consecutive paycheck stubs.  

  For one who is paid bi-monthly (twice per month) or bi-weekly (every 2 

weeks), this would be four consecutive paycheck stubs.   

  For one who is paid monthly, this would be two paychecks stubs or a current 

social security letter.   
 

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. If these methods are not successful, the client may provide an Affidavit of 

Self Certification stating the income 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.  For exceptions made during this critical time, best 

practices are to document, document, document. This includes noting in the 

affidavit why original documentation or third-party verification could not be 

secured. HUD reports this documentation will help protect subrecipients during 

future monitoring reviews or audits. 

 

Paid Hourly:  Gross amount X  

Paid Monthly: Gross amount X 12 = Annual Income 

Paid Weekly: Gross amount X 52 = Annual Income 
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Paid Bi-Weekly (every 2 weeks): Gross amount X 26 = Annual Income 

Paid Bi-Monthly (twice per month): Gross amount X 24 = Annual Income 

Asset Calculations: 

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.  This number is the average monthly checking account 

balance which should be documented as the “current cash value of asset” on 

the HIW form.    

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.huduser.org/
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Examples of Calculating Annual Income 

 

Example 1 
 

Family Members Position in Family Age Income Sources 

Ricky Ricardo Head 80 Receives gross Social Security in 

the amount of $625/month; 

receives a pension from the local 

musicians’ union in the amount of 

$25 every quarter (3 months). 

Lucy Ricardo Spouse 79 Receives gross Social Security in 

the amount of $120/month; 

grossed $4,200 for giving voice 

lessons last year, but paid 

business expenses of $1,250 from 

this income for equipment and 

sound proofing. 

Ricky Ricardo II Child 45 Earns $330/week as an interpreter 

for a local nonprofit organization. 

Low Income Limit for a household of 3 is $_________ and the Ricardo’s have no other source 

of income, do they qualify for assistance? If so, what is the households LMI % __________ 
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ANTICIPATED ANNUAL INCOME 
 

Family 

 Member 

a. Wages/ 

Salaries 

b. 

Benefits/ 

Pensions 

c. Public 

Assistance 

d. Other 

Income 

e. Asset 

Income 

Ricky  $    7,600 

 

   

Lucy  $    1,440  $    2,950  

Ricky II $   17,160    

     

 Totals a. $17,160 b. $9,040 c. d. $2,950    e. N/A 

 Enter total of items.  This is Annual Income.                                            $29, 150 

 

The household is eligible for assistance. 

 

Explanation: 
 

Ricky Ricky’s entire income is composed of pensions and benefits.  It 

equals $625/month x 12 months/year + $25/quarter x 4 

quarters/year = 7,600. 

 

Lucy Lucy’s benefits income is $120/month x 12 months/year, or $1,440.  

Her net income from her business was $4,200-$1,250, or $2,950.  (Her 

equipment and soundproofing expense is an allowable deduction 

because the business funds were re-invested in the business and 

did not represent expansion.) 

Ricky II Ricky II’s income is wage income.  The calculation is $330/week x 

52 weeks/year = $17,160. 
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Example 2 
 

Family 

Members 

Position in 

Family 

Age Income Sources 

Blanche 

Devereaux 

Head 55 Works 6 hours/night, 4 

nights/week at $5.00/hour as 

waitress; also earns as average of 

$55/night in tips. 

Rose Nyland Friend 48 Earns $9.50/hour as a full-time 

nurse in a hospital and is paid bi-

weekly; Receives $100/mo. in 

Child Support. 

Dorothy 

Sporac 

Friend 54 Earns $120/day as a substitute 

teacher, and works an average 

of 4 days/week for the 40 weeks 

school is in session; (last year she 

earned $19,200) also received 

$40/month in Food Stamps. 

Under the CDBG Program, the Income Limit for a household of three is 

$48,000. Does this household qualify for assistance?  ___________ 
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ANTICIPATED ANNUAL INCOME 
 

Family 

 Member 

a. Wages/ 

Salaries 

b. 

Benefits/ 

Pension

s 

c. Public 

Assistan

ce 

d. Other 

Income 

e. Asset 

Income 

Blanche $    17,680     

Rose $    19,760   1,200  

Dorothy $    19,200    

     

6. Totals a. $56,640 b.  c. d. e. N/A 

7.  Enter total of items             This is Annual Income                     $57,840 

This household is not eligible for assistance.   

Their income exceeds the limit for a household of three. 

 

Explanation: 
 

Blanche Blanche’s income must include both the wages and tips.  She earns 

a total of $85/night X 4 days/week = $340/week gross income 

Rose Calculate the wages at $9.50 an hour = $380/week. Child Support 

counts as household income.   

Dorothy Dorothy made $19,200 last year, and there is no reason to expect 

that she will work more or less often in the coming year.  Her 

income is therefore, estimated at $19,200.  Food Stamps are an 

income exclusion. 
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Examples of Asset Calculations 
 

Family Members Position in Family Age Family Assets Asset Value 

Archie Bunker Head 72 Checking 

account 

$595 average 2-month 

balance in a non interest-

bearing account. 

Edith Bunker Spouse 73 Savings 

account 

$2,695 at 3.1% 

 

When collecting bank account statements, you must collect all pages from the entire 

statement, not just the cover page. A negative bank balance is equal to zero $.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Archie’s Checking Account ending balances were $297.50/January and 

$892.50/February.  

Edith’s Savings Account balance is $2695 X 3.1% = $83.545, rounded up is $84 
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Assets 

Family Member Asset Description Current Cash Value 

of Assets 

Actual Income from 

Assets 

Archie Bunker Checking 

Account 

$   595 0 

Edith Bunker Savings Account $2,695 $84 

Net Cash Value of Assets $3,290  

Total Actual Income From Assets $84 

If Net Cash Value of Assets is greater than $5,000, multiply by 

2% and enter results here, otherwise, leave blank 

 

 

The asset income to be used in the annual income calculation is $84. 

Explanation: 

Use the actual income in this case, because the cash value of the Bunker’s total assets 

is less than $5,000.  The imputed income is only calculated for assets when the total 

cash value of all assets exceeds $5,000. 
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Regular Pay 

Overtime Pay 

Sick Pay 

Vacation Pay 

 

Medical Insurance 

Child Support 
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