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Using the HOME Tenant Income Certification (TIC) Form

WinTen2+ provides users the ability to generate a Home Tenant Income Certification form. Users would generate this

form for certification in which the household is living in a Project without LIHTC funding. To generate a form, complete a
Tax Credit certification. Next, add the HOME TIC Form to the list of available Scribe forms:

1. To add a letter to specific Scribe menu, click the Scribe button on the Tax Credit Certification Screen.
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2. This action opens the Open Report screen. The HOME TIC form is currently not in the list of available reports, so you
will need to add the form first.

1 Note: This action only needs to be performed one time per agency.
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S) Open Report

Search

Report Group Reports
APP - Applicant List f
ORC - Occupancy and Rent Tenants
58 - Section 8 Tenants and Landlord:

[] show Subreports

|9 Add or remave reports that appear on this menu | | oK ‘ | Cancel |

3. Click on the Add or Remove reports that appear on this menu button. This action opens the Setup Scribe Menu for
the Certification screen. Click the + Add Existing Report button.

Setup Scribe Menu - Certification

|-r Add Existing Report ‘ |9 Create Mew Report ‘
(Group = | Report Mame = ]
*F - Applicant List HUD-9886 - Authorization for the Release of Information [ Privacy ... Z‘
ORC - Occupancy and Rent ... 430 Test ‘| |X‘ il
ORC -Occupancy and Rent ... Dedaration of Section 214 Status ‘| |X‘
ORC - Occupancy and Rent ...  HAP Contract and Lease Amendment \| |X\
ORC - Occupancy and Rent ...  Household Directory Listing \| |X\
ORC - Occupancy and Rent ... Household Eligibility Certification (HEC) Rewv 04/23/2014 ‘l |Z‘
ORC - Occupancy and Rent ... Household Rent Listing by Unit \| |X\
ORC -Occupancy and Rent ...  HUD 52530 - Tenancy Addendum Section 8 Project-based Voucher ... \| |X\
ORC - Occupancy and Rent ... HUD 52530 supbreport \| |X\
ORC - Occupancy and Rent...  HUD Form 1141 - Is Fraud Worth It \| |X\
( OK | | Cancel |
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5.

6. You are returned to the Open Report screen. Search for ‘home’ in the Search bar and select the Home Tenant
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4. This action opens the master Report listing, which houses every letter, form, and report in every report group that

has been created in WinTen2+. Search for ‘home’ in the Search bar. Select the HOME Tenant Income Certification —

TIC Form. Click OK.

S) Open Report (ol x]
Search  HOME|
Report Group Reports [ show Subreports

ORC - Occupancy and Rent Tenants ‘Report Name Description Last Modified

HOME Tenant Income Certification - TIC Form HOME Tenant Income Certification - TIC Form 09/03/2015 12:46 PM
06/29/2015 08:20 AM

HUD Form 52649 - Statement of Homeowner Obligations Housin... HUD Form 52643 - Statement of Homeowner Obliga... 06/29/2015 08:20 AM

HUD Form 52646 - Statement of Homeowner Obligations Housin. ..

HUD Form 52646 - Statement of Homeowner Obliga. ..

OK ‘ ‘ Cancel
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This action brings you back to the Setup Scribe Menu where you will see all of the letters available from that

designated screen. Click OK. Note: The HOME TIC form is now added to this list.

Setup Scribe Menu - Certification

[ Add Existing Report | |@ Create New Report

'Group <+ | Report Name - |
iicat B
APP - Applicant List HUD-9886 - Authorization for the Release of Information / Privacy ... \| \X| il
ORC - Occupancy and Rent ... 430 Test \| \X|
ORC - Occupancy and Rent ... Dedaration of Section 214 Status \| \X|
ORC - Occupancy and Rent ...  HAP Contract and Lease Amendment \| \X|
ORC - Occupancy and Rent ... Household Directory Listing ‘| ‘X|
ORC - Occupancy and Rent ... Household Eligibility Certification (HEC) Rev 04/23/2014 \| \X|
ORC - Occupancy and Rent ... Household Rent Listing by Unit \| \X|
ORC - Occupancy and Rent ... HUD 52530 - Tenancy Addendum Section 8 Project-based Voucher ... \| \X|
ORC - Occupancy and Rent ...  HUD 52530 supbreport \| \X|
[ ok |[ concel |
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Income Certification — TIC Form. Click OK to open the HOME TIC form.
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Search ‘ home]| |
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7. Click OK and it will open up the selected letter that you’ve now made accessible. Any time you click the Scribe
button from the Certification screen for a Tax Credit certification, the HOME TIC form will be on the list of letters

available to you.
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HOME TENANT INCOME CERTIFICATION Effective Date: 3/26/2013
(Use this Farm only for Projects without LIHTC funding) Move-in Date: 10/1/2014
[] Initial Certification  [] Recertification %] Other IMMADDIYYYY)
PART I - DEVELOPMENT DATA
Property Name: Tax Credit - 21 (KY011000004) County:
Address: 170 ELECTRICAVE Unit Number:Unit 3711 # Bedrooms: 2

o First Name & Middle Refafionship to Date of Birth Last 4 digits of secial
Mbrs Last Name itial Head {MM/DDAYTYY) Security Number
' of Household or Alien Reg. No.

1 GILBERT HOH 9/15/1980 5558

PART Il GROSS ANNUALINCOME

[ (B) [ (2]
Employment or Wages Soc. Security/Pensions Public Assistance Other Income
$0.00 $0.00 $3300.00 $1000000

TOTALS $0.00 $0.00 $330000 51000000
Add totals from (A} through (D), above TOTAL INCOME (E): $1330000

PART Ill, INCOME FROM ASSETS

(F (G) (H} ]
Type of Asset <l Cash Value of Asset Annual Income from Asset

TOTALS:
Enter Column (H} Toral Passbook Rate
I over $5000 $ X 2.00% = 1)) ImputedIncome $0.00

Enter the greater of the tatal of calumn |, or Jiimputed income - TOTALINCOME FROM ASSETS (K) $0.00
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