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DOH
Long-Term Monitoring
Intake & Compliance Training for 
ARO Property Management Staff

Conducted by Assistant Commissioner Danielle Stringfellow

This training is being provided by DOH’s Long-Term Monitoring Division to all
ARO Owners, Property Managers and Leasing staff who have ARO rental units.

Disclaimer: This division’s sole function is to audit/monitor program and
compliance requirements. While training is being provided, it is limited in scope
and not all encompassing. ARO site staff are solely responsible for ensuring they
understand and regularly meet all program and compliance requirements.
Failure to do so, could result in denial of applications and/or ability to conduct
future business with the City of Chicago.
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Overview of ARO Compliance Training
• Module 1 – History/Understanding the Basics

• ARO Overview

• Collaboration: ARO Property Management Team and LTM Staff

• Module 2 – ARO Application Process
• Current Status of ARO Applications

• Updated ARO Application Package Submission Process

• Module 3 – Calculating Income & Assets
• Defining and Calculating Income

• Defining and Calculating Assets

• Special Circumstances 

• Module 4 – TIC (Tenant Income Certification)

• Module 5 – ARO Affordability Ratio

• Module 6 – Rent/Income/Utility Allowance Limits

• Module 7 – Official Correspondence
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Module 1 – History/Understanding the Basics

•ARO Overview
•Collaboration: ARO Property 
Management Team & LTM
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Module 1 – History/Understanding the Basics
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ARO Overview

- First adopted in 2007, the Affordable Requirements Ordinance, is one of several City 
of Chicago programs that provides access to affordable housing for those who 
income-qualify. Visit www.chicago.gov/aro for more information. 

- As of 2021, the revised ARO expanded off-site options that aids in targeting those 
most in need. Additionally, ARO units currently target households earning between 
50% - 100% AMI (Area Median Income). 

- DOH’s Long-Term Monitoring (LTM) division provides program oversight for the 
initial lease-up period as well as for the life of project’s affordability period, 30 
years. Note: The commencement of the affordability period does not begin until all 
units have been initially leased and corresponding leases provided to LTM. 

http://www.chicago.gov/aro


ARO Tenant Income-Qualifying Process

Prospect is given the 

option to tour an ARO 

unit or comparable 

market-rate unit.

PM screens applicant 

(screening will vary 

by property).

If applicant does not 
pass all screening, they 
do not qualify to lease 

at your property.
(ARO TSP ends here)

If applicant passes all 

property screening, 

PM proceeds to the 

next step.

PM collects any fees 
and proceeds with 
rental application 

standard to the 
property. 

PM collects all required 
income/asset docs from 

applicant.
(see ARO Tenant 

Checklist).

PM sends VOE to 
employer. PM 

completes TIC and DOH 
Worksheets once VOE 

is received.

PM sends a pre-

approved and complete 

application package to 

aroapps@cityofchicago.

org.

LTM/DOH will conduct 
secondary eligibility 
review and provide 

determination within 10 
business days to PM.

If ineligible, LTM/DOH 

will notify PM in 

writing. PM must 

communicate to 

applicant.

Applicant has the 

option to appeal within 

10 business days (refer 

to ARO Appeal Form).

If eligible, LTM/DOH 

will notify PM in 

writing. PM will 

schedule move-in with 

applicant.

On the day of move-in, 
PM should proceed 

with signing the lease 
and any applicable 

addendums.

Once lease is signed, 

PM will forward to 

LTM/DOH within 10 

business days.

PM ensures gross rent 
and income does not 

exceed HUD max rents. 
Also, ensures rent does 

not exceed 40% of 
monthly gross income.



Module 1 – History/Understanding the Basics
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Collaboration: ARO Property Management Team & DOH Staff

ARO Property Management 

Team

LTM Staff

Lease/Market ARO Units Conduct Secondary Review of Approved Application Package

Take Initial Applications Identify Corrections and Communicate to ARO Property 

Management Team

Request Initial Income-Qualification Documentation Re-verify/Approve Program Eligibility

Verify/Approve Program Eligibility Provide Determination Letter within 10 business days of ARO 

Application Package Submission. (Approval or Denial)

Prepare and Submit Approved Application Package for LTM 

Secondary Review

Issue Incomplete Application Letter if awaiting corrections and 

nearing 10 business day deadline

Process Corrections Received from LTM, if any. If applicable, review Denial Submissions and Re-verify Program 

Eligibility

Act as Primary Point of Contact for Applicant Throughout 

Process

Act as Primary Point of Contact for ARO Property Management 

Team Throughout Process

If applicable, review Denial Appeal and Supporting 

Documentation from Applicant and Submit to LTM

If applicable, conduct secondary review of Denial Appeal and 

Supporting Documentation from Applicant and Provide Final 

Determination

If applicable, provide signed lease within 10 business days of 

move-in.

Upload and Record all Submitted Documentation to Electronic 

Applicant File



Module 2 – ARO Application Process

•Current Status of ARO 
Applications
•Updated ARO Application Package 
Submission Process
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Module 2 – ARO Application Process
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Current Status

- Based on last sixty (60) applications received, approximately 25% were denied. 
- Current ARO Application Package Submission is being modified to ensure 

packages received are properly income-qualified before secondary review is 
completed. 



Module 2 – ARO Application Process
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Application Package Submission Requirements

The ARO Application Package requires the following:
- Completed/signed ARO Tenant Checklist
- Completed/signed DOH-approved TIC
- Income/Asset/Affordability Calculation Worksheet
- Three (3) current and consecutive paystubs
- Three (3) current and consecutive bank statements
- Verification of Employment (VOE)

Important Note: 
- Tax Returns are no longer regular as it does not meet the definition of anticipated income. 
- ARO Application Packages must be submitted in the exact order as listed. Failure to provide 

in exact order and/or provide incomplete documents will result in temporary rejection of 
application. 10 business day turnaround will not begin until complete ARO application 
package is received. 
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Application Package Submission Requirements

Note: This is most current version of the form. Older 
versions will not be accepted.

General Guidelines:

Owner/Property Management staff must complete ALL applicable screening criteria for 
tenant eligibility before submitting application.

Owner/Property Management staff may evaluate prospective tenants based on the 
criteria they typically use to do so and may NOT evaluate prospective tenants on any 
criteria they would not apply to all tenants. 

ARO applicants should NOT be charged any fees for applying to an affordable unit 
other than allowable fees noted in the AFHM/Tenant Screening Plan Rules;

2.2 Fees - Leasing agents may not charge application fees to applicants for affordable 
units, other than a reasonable credit report fee. Leasing agents may not require fees or 
deposits for affordable units that are not applied to market-rate unit applicants. Leasing 
agents may not charge move-in fees to applicants for affordable units that will not be 
refundable or credited to the first month’s rent. Leasing agents may not require move-in 
fees or security deposits amounting to more than 30% of the monthly rent of the unit to 
be occupied by the applicant for an affordable unit.  

ARO units should be rented to qualified tenants on a first-come, first-served basis. 
Note: If application is deemed ineligible, agent must hold unit until appeal period 
ends.

Owner/Property Management must ensure rent and income guidelines are adhered 
to.

Owner/Property Management must ensure applicants rent does not exceed 40% of 
monthly gross income.

DOH is not an extension of ARO Property Management staff, therefore ARO Property 
Management staff must communicate directly with applicants at all times. DOH/LTM 
should only receive applications that are pre-approved and should not interact with 
applicant in any way.



Module 3 – Calculating Income & Assets

•Defining and Calculating Income
•Defining and Calculating Assets
•Special Circumstances
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Module 3 – Calculating Income & Assets
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Defining and Calculating Income

- Income is defined as, “All amounts anticipated to be received from a source 
(outside of the family during the 12-month period following admission…” (Source: 
HUD 4350.3 REV-1, Change 4: Chapter 5, page 5-3).

- Additionally, “Annual income includes amounts derived (during the 12-month 
period) from assets to which any member of the family has access.” (Source: HUD 
4350.3 REV-1, Change 4: Chapter 5, page 5-3). 

- Calculating anticipated income means, among other things, you take the full 
amount (before any deductions) of wages, salaries, commissions, bonuses, tips, 
etc. Refer to HUD’s 4350.3 Change 4, Exhibit 5-1 for more information: 
https://www.hud.gov/sites/documents/DOC_35699.PDF

https://www.hud.gov/sites/documents/DOC_35699.PDF


What Constitutes Income?
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Income Keyword = 

GROSS

Important Note: There are (4) 

pages of Exhibit 5-1: Income 

Inclusions/Exclusions. 

The goal is not to memorize 

all the information listed, 

but to know where you can 

locate it.

In most cases, you’ll be 

processing information that is 

relevant to #1 and #2.

https://www.hud.gov/sites/docu
ments/DOC_35699.PDF

https://www.hud.gov/sites/documents/DOC_35699.PDF
https://www.hud.gov/sites/documents/DOC_35699.PDF


Module 3 – Calculating Income & Assets
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Defining and Calculating Income

The ARO application package requires the following:
- Completion of both Employment Calculation Worksheets. 

- When calculating income, also complete YTD Calculations within both 
worksheets.  

- The income listed on the TIC must be the higher of the paystub calculation or 
VOE calculation.

- Three (3) current and consecutive paystubs.
- Do not request or submit more than three (3) paystubs.

- Completed third-party employment verification (VOE).
- Third-party is defined as the process of obtaining an independent party (i.e. 

employer) to confirm the applicants’ employment and income information.
- VOE’s should never (under any circumstance) be completed by ARO Property 

Management staff and/or the applicant.
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VOE (Verification of Employment)

Note: This is most current version of the form. Older 
versions will not be accepted.
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VOE Tips:

- Be sure to input data exactly as 

listed on VOE and always include 

any cents. 

- Ensure you input the correct 

periodic wage conversion.

- When completing the TIC, use 

the exact annual income listed 

(include cents too).

- Don’t forget to enter in YTD. 
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Paystubs Tips:

- Only use three (3) paystubs, no 

exceptions. Make sure you use the 

exact gross amounts listed on 

paystubs (include cents). 

- Ensure you input the correct 

periodic wage conversion.

- When completing the TIC, use 

the exact annual income listed 

(include cents too).



Module 3 – Calculating Income & Assets
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Defining and Calculating Income

YTD Calculation Example:

- When calculating income, also complete YTD Calculations. 
- The income listed on the TIC should be the higher of the Paystub worksheet or 

VOE worksheet.

Important: There’s a formulaic error on 
the YTD calculation portion. In order to 
produce an accurate calculation, leave 
the “start date” field blank, unless the 
applicant just started a new job after the 
1st of the year.



Module 3 – Calculating Income & Assets
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Defining and Calculating Assets

- An asset is defined as, “an item of value that may be turned into cash.” (Source: 
HUD 4350.3 REV-1, Change 4: Chapter 5, page 5-21). 

- Typical assets include: checking account, savings account, prepaid card, and 401k. 
- Additionally, any asset (i.e. savings, money market account, etc.) that earns interest 

must be calculated input on the TIC (see below).
- Refer to HUD’s 4350.3 Change 4, Exhibit 5-2 for more information: 

https://www.hud.gov/sites/documents/DOC_35701.PDF While most checking accounts DO NOT earn 

interest, ALL savings accounts do! If you return 

a TIC without the savings account interest listed 

(i.e. “Annual Income from Asset”) it will be 

returned for correction. Regardless of the type 

of account, all interest-bearing assets must have 

the interest calculation listed on TIC.

https://www.hud.gov/sites/documents/DOC_35701.PDF


Module 3 – Calculating Income & Assets
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Defining and Calculating Assets

The ARO application package requires the following:
- Completion of Asset Calculation Worksheet. 
- Three (3) current and consecutive bank statements.

- Do not request or submit more than three (3) statements.
- Checking Account Calculation Formula 

- Find the average balance of all (3) bank statements. 
- Use the ending balance on all (3) statements to find your average. 

- Savings Account Calculation Formula
- No averaging required. 
- Use the ending balance from the most current/recent bank statement.

- Prepaid Card Calculation Formula
- Treated exactly as a savings account, follow the instructions above. 

- 401k/403b/Stocks/IRA (reach out to staff for guidance)



Assets
Asset Keyword = 

Bank Account

Important Note: There are (5) 

pages of Exhibit 5-2: Assets. 

The goal is not to memorize 

all the information listed, 

but to know where you can 

locate it.

In most cases, you’ll be 

processing information that is 

relevant to #1, #4 and #5.

https://www.hud.gov/sites/do

cuments/DOC_35701.PDF
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Asset Calculation 
Worksheet

Note: This is most current 
version of the form. Older 
versions will not be accepted.
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Under $5,000 in Asset Tips:

- Always use three (3) statements; 

Make sure you use the ending 

balances (include cents).

- Don’t forget to add interest, if 

applicable. 

- If the total of all assets are over 

$5k, the worksheet will 

calculate the “Imputed Income” 

for you.

- When completing the TIC, use 

the exact “Total Cash Value of 

Assets” listed (include cents 

too).

- Follow example on next page. 
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Under $5,000 Example
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Over $5,000 Tips:

- Always use three (3) bank 

statements; Make sure you use 

the ending balances (include 

cents). 

- Complete a separate worksheet 

for each individual bank 

account (i.e. two checking 

accounts, two savings 

accounts). 

- Don’t forget to add interest, if 

applicable. 

- If the total of all assets are over 

$5k, the worksheet will 

calculate the “Imputed Income” 

for you.

- When completing the TIC, use 

the exact “Total Cash Value of 

Assets” listed (include cents 

too).

- Follow example on next page. 
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Over $5,000 in Asset Tips:

- If the total of all assets are over 

$5k, the worksheet will calculate 

the “Imputed Income” for you.

- When inputting “Total Income 

from Asset” always use the 

higher of the Annual Income or 

the Imputed Income. (Note: on 

the new updated TIC, it will 

automatically update for you.)



Module 3 – Calculating Income & Assets
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Special Circumstances

Self-Employed Applicants
- Applicant must provide Schedule C of current Tax Return. 
- Applicant must complete Self-Employment Certification Form. Information listed on 

certification must coincide with Schedule C.

Students
- Effective 12/15/2022, the ARO Affirmative Fair Housing Marketing and Tenant 

Screening Plan Procedures has been updated. Section 2.13, students may only 
apply if they qualify for one of the exemptions listed. All applicants must complete 
the ARO Student Status Affidavit (see next page) and include it with the ARO 
Application Package submission along with any applicable supporting 
documentation. 
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Required Student Status Affidavit 

MAJOR UPDATE!
Effective 12/15/2022 under Section 2.13 of the ARO
Affirmative Fair Housing Marketing and Tenant Screening
Plan Procedures only full-time students who meet one or
more of the listed criteria will be eligible for the ARO
Program.
Note: Have applicant(s) complete this form with your property application before 
property screening (i.e., background/credit) and gathering income/asset 
documentation.  

If the applicant identifies as a full-time student, follow below steps:

If full-time student does not meet one or more of the listed criteria, they are not 
program-eligible and should be denied at the property level. An ARO application 
package submission should not be submitted to aroapps@cityofchicago.org nor 
is required. 

If student does meet one or more of the listed criteria, please include a 
completed and signed copy of the ARO Student Status Affidavit as well as 
supporting documentation within the ARO Application Package submission. 
Important: They must select “Agree” in order to proceed with application. 

For more info on the ARO AFHMP, visit the following link:
https://www.chicago.gov/content/dam/city/depts/doh/aro/ARO_Marketing%20_and_Tenan
t_Screening_Plan_12.15.22.pdf

mailto:aroapps@cityofchicago.org
https://www.chicago.gov/content/dam/city/depts/doh/aro/ARO_Marketing%20_and_Tenant_Screening_Plan_12.15.22.pdf
https://www.chicago.gov/content/dam/city/depts/doh/aro/ARO_Marketing%20_and_Tenant_Screening_Plan_12.15.22.pdf
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Self-Employed 
Applicants:

- Unlike calculating 

employment, self-employment 
is calculated by using the net 
profit/income, instead of 
gross. 
- Please use amount on the 

“Anticipated Annual 
Profit” when completing 
the TIC.  

- The “Previous Year Profit 
(of Loss) should be taken 
directly from the “Net 
Profit or (loss)” line on the 
Schedule C. 

- Note: The previous year 
and anticipated year vary 
greatly, please reach out to 
LTM for guidance as 
applicant will need to 

provide additional proof. 



Module 4 – TIC (Tenant Income Certification)
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Module 5 – ARO Affordability Ratio
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ARO Owner/Property Management must ensure that the 
future tenant’s rent is at/or below the 40% rent-to-income 
ratio requirement. Do not send your completed application 
package without first checking this ratio. 



DOH 
Income/Asset/Affordability 
Excel Worksheet

- This is a DOH-created form to assist with 
income/asset calculations and also to 
perform rent-to-income ratio. Other 
versions of this form do exist, however will 
not be accepted. Only approved DOH 
form must be used.

- ARO Owner/Property Management 
staff must ensure all worksheets are 
complete prior to submission. Applicant is 
not to complete worksheet.

- Please be sure to include exact figures 
listed in worksheet on the TIC. Tip: Always 
include cents and do not round.



Rent-to-Income Ratio

Tenant-paid rent should not exceed 40% of the applicant’s 

income. (Monthly Affordable Rent ≤ 40% of Gross Monthly Income)

Example 1a:

Rent for the unit being applied to is $1,024.

Household gross monthly income is $3,072.

$1,024 ÷ $3,072 = 33% ✅

The monthly income is below the "rent-to-income" 

ratio. This household can afford the rent.

Example 2:

Rent for the unit being applied to is $1,024.
Household monthly income is $2,225.

$1,024 ÷ $2,225 = 46% ❌

This household CANNOT afford the rent. Unless 

Owner/Property Management Staff is willing to 

lower unit rent, do NOT submit application to 
DOH/LTM for review as applicant in ineligible 

for program.

Example 1b:

Rent for the unit being applied to is $1,024.

Household gross annual income is $41,000.

$41,000 x 40% ÷ 12 = $1,366.67 ✅

The monthly unit rent is at or below the "rent-to-

income" ratio. This household can afford the 
rent.



Module 6 – Rent/Income/Utility Allowance Limits
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Module 7 – Official Correspondence
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Determination 
Notice

Once the secondary 
eligibility review by DOH/LTM 
has been completed, you 
will receive this signed 
determination letter if 
applicant is eligible.



Determination 
Notice

Once the secondary 
eligibility review by 
DOH/LTM and we are still 
awaiting corrections from 
ARO on-site staff, you may 
receive this signed letter .



Determination 
Notice

Once the secondary 
eligibility review by DOH/LTM 
has been completed, you 
will receive this signed 
determination letter if 
applicant is denied.

Both forms will be issued to 
ARO on-site staff form. The 
appeal form on the right 
must be completed by the 
applicant. The 
Owner/Property 
Management staff must 
obtain additional supporting 
documentation from 
applicant before submitting 
appeal form to DOH/LTM 
staff. Appeal must be 
submitted by ARO on-site 
staff within 10 business days.



Annual Owner’s 
Certification
(AOC)

30-year affordability period 
begins once project has 
been fully leased.



Department of Housing: 
Long-Term Monitoring 

ARO Intake & Compliance Training

Thank you for participating in this compliance training. Should you 

have any questions regarding any information contained within, 

please reach out Assistant Commissioner Danielle Stringfellow. 
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