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DOH
Long-Term Monitoring

ARO Application Compliance Training for 
ARO Owner and Property Management Staff

This PowerPoint presentation is provided by DOH’s Long-Term Monitoring Division for all 
ARO Owners, Property Managers, and Leasing staff that manage ARO rental units.

**Disclaimer:** The division’s sole function is to audit and monitor program and 
compliance requirements. While this training is provided, it is limited in scope and does not 
cover all aspects. ARO site staff are responsible for fully understanding and consistently 
meeting all program and compliance requirements. It is the sole responsibility of the owners 
to ensure that property managers or management companies are adequately trained in 
affordable housing, fair housing and given detailed instructions on ARO requirements.
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Overview of ARO Compliance Training
• Module 1 – ARO Overview

• Module 2 – ARO Application Process

• 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
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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 aid in targeting those most in need. 
Additionally, ARO units currently target households earning between 40% - 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


Module 2 – ARO 
Application Process

General Guidelines

Updated ARO Application Package Submission Process
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General Guidelines:

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

Owner/Property Management staff may evaluate prospective tenants based on the criteria they typically use to do so and may NOT 
evaluate prospective ARO 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;  Fees –  Leasing agents may not charge application fees to applicants for affordable units other than a reasonable credit 
report or background check fee.

Administrative and/or move in fees charged during the application process must be a) refunded to the applicant within 30 days of application 
denial or b) credited to the approved applicant/tenant's first month rent. Administrative or move in fees, may not amount to more than 30% of 
the monthly rent of the unit.

One-time voluntary fees, including but not limited to, short term lease fees, early lease termination fees, and pet fees are allowed to be charged 
to ARO tenants, but must not be greater than fees charged to market rate tenants units.

The ARO program is an affordable housing initiative, we adhere to HUD guidelines, which require the disclosure of all income and asset 
sources. All new applicants must provide supporting documentation for their income and assets. If the applicant is unwilling to provide their  
paystubs, bank statements, tax transcripts, other documents as requested,  or sign the verification documents, we are unable to process 
their application for the ARO program. 

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

Self Certification of income and assets is not allowed.

•  Offer letters alone as proof of anticipated income are not acceptable. Applicants starting a new job must submit in addition to the offer 
letter and VOE at least two (2) paystub with their application.

• Paychecks or copies of checks as proof of income are not allowed because deductions are not shown of the paycheck.

Application Package Submission Requirements
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General Guidelines (continued):

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

• Note: If application is deemed ineligible upon initial review by the property, do not submit the application to DOH/LTM for secondary 
review

• DOH/LTM should only receive pre-approved applications.

• - Income and asset documentation must be the most current at the time of application submission.  

• - The applicant's move-in date must be within 90 days of the application submission date.

• Applications submitted to ARO Apps will be reviewed within two business days in the order they are received. If an application is incomplete, it 
will be returned with a list of required corrections. The 10-business day determination period will not begin until all corrections are 
addressed and the application is assigned to an auditor for further review. Once you receive an email confirming that the application has 
been assigned and the 10-business day review period has started, please notify the applicant of the expected timeframe for a 
determination decision.

• Approval for an ARO apartment is not guaranteed until the application has been finalized and approved by our department. Please be aware of 
this clarification to manage applicant expectations accurately.

• DOH/LTM is not affiliated with property management staff; therefore, all communication with applicants and tenants must be managed 
directly by the on-site property management.  DOH/LTM will not interact with applicants or tenants in any capacity. Please refrain from sharing 
DOH staff phone numbers or email addresses with applicants or tenants.
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Process Starts 

Prospect is given the option to  
tour an ARO unit.

PM screens applicant 
(screening will vary by 

property). 

Applicant 
passes

all property
screening.

No

Applicant does not pass all 
screening and does not qualify 
to lease ARO unit at property. 

(ARO TSP ends here)Yes

Applicant passes all property 
screening, PM collects all 

required income/asset docs 
from applicant. (See ARO 

Tenant Checklist). 

PM collects any fees and 
proceeds with rental 

application standard to the 
property. 

PM sends VOE to applicant's 
employer.  PM completes 

DOH's Worksheets once VOE 
is received from employer

Applicant's gross 
income exceed 
HUD  maximum 

rents. 

N
o

Applicant's rent 
to income ratio is 
more than 40%

Yes

PM sends a pre-approved and 
complete application package 

within 10 business days  to 
aroapps@cityofchicago.org

PM informs the applicant that 
they do not meet the 

requirements of the ARO 
program, resulting in the 

termination of the process.

Yes

No

LTM/DOH will conduct
secondary eligibility review 
and provide determination 

within 10 business days to PM.

Applicant
meets ARO 

eligibility 
requirements 

LTM/DOH notifies PM in 
writing and PM must 

communicate determination 
status to applicant.

Applicant has the option to 
appeal determination decision 
within 10 business days (refer 
to ARO Appeal Form).  Process 

Ends

Yes

LTM/DOH notifies PM in 
writing that applicant has been 
approved for ARO unit.  PM to 

schedule move-in with 
applicant.

On the day of move-in, PM 
should proceed with signing 
the lease and any applicable
addendums with applicant. 

Once lease is signed, PM will 
forward lease to LTM/DOH 

within 10-business days. ARO 
Process Ends. 



Module 2 – ARO Application Process
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Application Package Requirements
The ARO Application Package requires the following:
- Completed/signed ARO Tenant Checklist 
- Completed/signed DOH-approved TIC 
- Income/Asset/Affordability Calculation Worksheets
- Four (4) to six (6) current and consecutive paystubs
- Three (3) current bank statements for checking accounts 
-  One (1) current bank statement for savings account (if applicable)

- All accounts including, Apple Cash, Cash App, Venmo, or similar non-traditional bank accounts.
- Note; Verification of retirement accounts are no longer required.

- Verification of Employment (VOE) – This third-party verification must be sent by the property manager directly to the applicant's employer.
- Verification of Deposit (VOD)-This third-party verification must be sent by the property manager directly to the applicant’s financial institution.

- Third-party verification is defined as the process of obtaining an independent party (i.e., employer) to confirm the applicants’ employment and 
income information. VOE’s and VODs should never (under any circumstance) be completed by ARO Property Management staff and/or the 
applicant

- Student Status Affidavit must be completed by all ARO applicants.  
- If the applicant is a full-time student, they must provide supporting documentation that meets the qualified exemption listed on form.

- All applicants and any household members over the age of 18 who claim zero income must provide a current tax year 4506-T; wage and income 
transcript from the IRS website;  4506-T, An IRS Wage and Income Transcript include most of the information reported on IRS Form W-2, which 
contains information from all employers who reported income to the IRS during a specific tax year.  An applicant can request tax transcripts via 
https://www.irs.gov/individuals/get-transcript. 

Important Note:  Tax return transcript
- Tax Returns are no longer required as it does not meet the definition of anticipated income. 
- Tax returns transcripts will be required if an applicant is self-employed (see instructions listed on the Self employment Affidavit). 
 



Tenant Application 
Checklist

All relevant boxes must be marked. The 
Property Manager must provide a 

handwritten signature along with the 
date.
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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 
interest earned 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:

- For self employed applicants, the NET income is counted as the annual income.



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.
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Module 3 – Calculating Income & Assets
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Defining and Calculating Income - The ARO application package requires the completed 

Calculation Worksheet. 
- The income listed on the TIC must be the higher calculated amount from the paystub average or the YTD 

calculation. This amount will be listed at the bottom of the paystub worksheet.
- Four (4) to six (6) current and consecutive paystubs.

- Packets that have less than 4 paystubs will not be accepted.
- 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.

- Note: The Verification Worksheet has been discontinued. All paystub data must be entered exclusively 
in the Paystub Worksheet.



One time bonus; If an applicants employer indicates on the VOE that the applicant receives a one-time bonus, their Year-to-Date (YTD) income 
should first be calculated without the bonus. The bonus should then be added separately at the end on the Paystub Worksheet. This prevents an 
overestimation of the applicant’s annual income. If the bonus is included in the annualized YTD income calculation, it inflates the projected 
earnings by treating the bonus as recurring rather than as a one-time payment.  Note; before entering the YTD in the worksheet, subtract the 
one-time bonus amount and then add the bonus to the final calculation.

An applicant earns a salary of $4,000 per month and received a $5,000 one-time bonus in June. By the 
end of September (9 months of income), their YTD earnings on the paystub show $41,000 (which 
includes both regular salary and the bonus).

Incorrect Calculation (Including Bonus in Annualization):
If we include the full YTD amount in the calculation:
•YTD earnings: $41,000 (January–September, including the bonus)
•Annualized income: $41,000 ÷ 9 × 12 = $54,667
This overestimates the income by treating the bonus as part of the applicant’s regular earnings.

Correct Calculation (Excluding Bonus First):
1.Calculate YTD earnings without the bonus: 

1. Regular salary for 9 months = $4,000 × 9 = $36,000
2.Annualize only regular earnings: 

1. $36,000 ÷ 9 × 12 = $48,000 (projected base income)
3.Add the one-time bonus separately: 

1. $48,000 + $5,000 = $53,000 (correct projected annual income)

By handling the calculation this way, we accurately reflect the applicant’s recurring earnings and account 
for the bonus separately, preventing an inflated income projection. 16



Verification of 
Employment (VOE

17

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

In lieu of VOE form, applicants can provide a 
copy of their Work # report or similar. (they can 
obtain report free of charge)

https://employees.theworknumber.com/emplo
yment-data-report
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Paystubs Tips:
- Only use four (4) to six (6) paystubs, no 
exceptions. Make sure you use the exact gross 
amounts listed on paystubs (include cents). 
- Ensure to select the correct periodic wage 

conversion.
- When completing the TIC, use the highest 

calculated annual income listed (including 
cents). Paystub average or paystub YTD> 
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Module 3 – Calculating Income & Assets
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Defining and Calculating Assets

The ARO application package requires the following:
• Applicant must sign Verification of Deposit Form

• Applicant must provide full account # and full SSN #
• Submit signed form with application packet and DOH staff will submit verification 

request to bank.

- Completion of Asset Calculation Worksheet. 
- Three (3) current checking account (or similar)bank statements.
- One (1) current savings account (or similar) bank statement

- 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. 



Assets

21

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 
thru #4.  #5 is no longer applicable.

https://www.hud.gov/sites/documen
ts/DOC_35701.PDF



Verification of Deposit 
(VOD)
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Note: This is a new form. Other 
versions  of the form will not be 
accepted.  From must be signed by 
the applicant and returned with 
packet.



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, CD’s, stocks, prepaid cards. 
- Additionally, any asset (i.e., savings, money market accounts, CD’s, etc.) that earns interest must be 

calculated and the current balance and interest earned must be 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  or similar accounts do! If  a TIC without the savings 
account interest listed (i.e. “Annual Income from Asset”) it 
will be dinged as a finding. 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


- Always enter most current (3) statements; Make sure you 

use the ending balance (include cents).
- Don’t forget to add interest rate, if applicable. 

- If the total of all assets are over $50k, the worksheet 
and TIC 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: The new updated TIC, will automatically update 
for you.)

- Complete a separate worksheet for each individual bank 
account (i.e., two checking accounts, two savings 
accounts). 

- When completing the TIC, use the exact “Total Cash 
Value of Assets” listed (including cents), in column H. And 
interest earned in column I.

- Follow example on next page. 

Asset Calculation 
Worksheet
Note: This is most current version 
of the form. Older versions will not 
be accepted.
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Under $50,000 Example
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Over $50,000 in Asset Tips:
- If the total of all assets are over $50k, 
the worksheet will calculate the 
“Imputed Income” for you.
- When inputting “Total Income from 

Asset” always use the higher of the 
annual income from asset or the 
imputed Income. (Note: on the new 
updated fillable TIC, it will 
automatically update for you.)
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Module 3 – Calculating Income for 
Special Circumstances
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• Self-Employed Applicants - Applicant must complete Self-Employment (SE) Certification Form in its entirety, and provide the 
documents requested as listed on the form. 

• Applicants can use the prior years business tax return, and the NET income figure can be used as income anticipated for the next 12 
months.  OR annualize income using business activity of the current year.

• Applicant must provide the previous years Tax Transcript with Schedule C, from the IRS website. Income listed on the SE 
certification form must coincide with the previous years Schedule C. ([IRS Account Login] (https://bit.ly/irsacctlogin)) 

• OR 

• The applicant can annualize SE income by using the current years business activity based on the full # of current months in 
business.

• Formula; total YTD income divided number of months in business of the current year, multiplied by 12 months, minus 
annual expenses EQUALS NET income.

•  All supporting income documents used to calculate the anticipated gross annual Income as listed on the form must be provided. 

• Zero Income Household Members 18 and over who claim zero income must submit a current 4506-T form (Wage and Income 
Transcript) obtained from the IRS website.

•  What is  a 4506-T? An IRS Wage and Income Transcript includes most of the information reported on an IRS Form W-2. It contains 
information from any employers who reported your income to the IRS during a particular tax 
year. https://www.irs.gov/individuals/get-transcript 

https://urldefense.proofpoint.com/v2/url?u=https-3A__urldefense.com_v3_-5F-5Fhttps-3A__www.irs.gov_individuals_get-2Dtranscript-5F-5F-3B-21-21B24N9PvjPQId-21cP0TG0Hw3no9yktXt-5FSbplLaHGAseDOnRw5OOfy2ZtkWry51Z8GrHJO0ZPjzblUunDTJWH3RxeUBRsDzyGAIwA-24&d=DwMF-g&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=evxl6NEBCSrHPYwnKHwV-zIrbiQvVpE2HaojEM2NuAg&m=pvWtDEpIabUhHn7PkCgQrp_EITO1OZeccISakKqZdDdHmByRkR4KLyNSnuOD3Klo&s=F8WmFb7jVGxqcJB3lxf7d3cyFMk_BBdDipHZbjZTXlE&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__urldefense.com_v3_-5F-5Fhttps-3A__www.irs.gov_individuals_get-2Dtranscript-5F-5F-3B-21-21B24N9PvjPQId-21cP0TG0Hw3no9yktXt-5FSbplLaHGAseDOnRw5OOfy2ZtkWry51Z8GrHJO0ZPjzblUunDTJWH3RxeUBRsDzyGAIwA-24&d=DwMF-g&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=evxl6NEBCSrHPYwnKHwV-zIrbiQvVpE2HaojEM2NuAg&m=pvWtDEpIabUhHn7PkCgQrp_EITO1OZeccISakKqZdDdHmByRkR4KLyNSnuOD3Klo&s=F8WmFb7jVGxqcJB3lxf7d3cyFMk_BBdDipHZbjZTXlE&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__urldefense.com_v3_-5F-5Fhttps-3A__www.irs.gov_individuals_get-2Dtranscript-5F-5F-3B-21-21B24N9PvjPQId-21cP0TG0Hw3no9yktXt-5FSbplLaHGAseDOnRw5OOfy2ZtkWry51Z8GrHJO0ZPjzblUunDTJWH3RxeUBRsDzyGAIwA-24&d=DwMF-g&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=evxl6NEBCSrHPYwnKHwV-zIrbiQvVpE2HaojEM2NuAg&m=pvWtDEpIabUhHn7PkCgQrp_EITO1OZeccISakKqZdDdHmByRkR4KLyNSnuOD3Klo&s=F8WmFb7jVGxqcJB3lxf7d3cyFMk_BBdDipHZbjZTXlE&e=


Module 3 – Calculating Income for 
Special Circumstances (cont.)

• Retired and Veteran Applicants

• Applicants who receive monthly Social Security, Pension, or VA benefits, must provide a current benefit award 
letter that indicates their current benefit monthly income.   The monthly gross monthly amount listed on the 
letter must be annualized and entered in Part III of the TIC under column labeled; Social Security/Pension.

• Rental Assistance/Subsidy

• If an applicant holds a CHA voucher you must send a Request for Tenancy Approval (RTA) packet directly to CHA. 
Please note that CHA operates independently from the Department of Housing. Therefore, it is essential to 
contact a housing voucher specialist to guide you through the RTA packet processing.  When you submit the ARO 
application, include a copy of the approved RTA packet, along with the other necessary supporting application 
documents. The voucher amount should not be recorded as income but should instead be included in Part IV of 
the TIC under rent assistance. The affordability requirement (40% or below) evaluates the tenant's ability to 
afford the rent. However, when a tenant has a subsidy that covers all or part of their rent, the affordability 
requirement does not apply.

• If the applicant receives a different type of subsidy, you must submit a subsidy letter specifying the conditions 
and the amount provided.

• Students and Non-Students

• Effective 12/15/2022, the ARO Affirmative Fair Housing Marketing and Tenant Screening Plan Procedures were 
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),along with any applicable supporting documentation. 
(reach out to ARO management staff for guidance, if needed). 

• Student financial aid exceeding the actual costs of tuition and required fees is considered income, except for those 
who are the head of household, co-head, or spouse and are 23 or older with dependent children.
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Module 3 – Calculating Income 
for Special Circumstances (cont.)
• Child Support

• The actual amount received, rather than the court-ordered amount, will 
determine the amount counted as income for child support or alimony. 
Applicants must provide supporting documentation, such as records from 
the state agency responsible for collecting support payments or bank 
statements, to verify the received payments.

• Recurring Monetary Gifts.

• Regular contributions and gifts from persons not living in the unit must be 
counted as income.  These sources may include rent and utility payments 
paid on behalf of the applicant, and other cash or non-cash contributions 
provided on a regular basis. 



Self Employment Affidavit
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Self-Employed 
Applicants:

- Unlike calculating employment, 
self-employment is calculated by 
using the net profit/income, 
instead of gross. 

- The net income is defined as 
Gross Income minus expenses. 
Please enter this amount as the 
“Anticipated Annual Income 
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. 
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Self Employment 
Affidavit

Self Employment Spreadsheet 
Calculation Example.

A spreadsheet must be included with the 
self-employment application affidavit 

along with supporting proof of payment 
(such as bank statement transactions, 
Zelle records, etc.) that align with the 

dates listed on the spreadsheet. 
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Self Employment 
Affidavit

The amount specified in the Schedule C 
and the Calculation Spreadsheet is 

listed on the SE form.

33



Required Student Status Certification

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: All  applicants must  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.

If student does meet one or more of the listed criteria, please include with the 
application packet the supporting documentation supporting the selected exemptions.  

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_Tenant_Sc
reening_Plan_12.15.22.pdf

34
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Module 4 – TIC (Tenant Income Certification)

35

Every section of the TIC 
must be completed as 
shown in the following 

example.

The TIC, must be signed 
and dated by both the 

property representative 
and applicant with a wet 
(handwritten signature), 

OR with DocuSign.



Tenant Income 
Certification (TIC)

Page 1

36

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



Tenant Income 
Certification

Page 2
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The total of tenant paid rent, 
rent assistance, UA and Non-
optional charges can not 
exceed the max HUD rent 
limits.



Tenant Income 
Certification 

Page 3

38

.

The TIC must be signed 
and dated by all 
applicants over the age 
of 18, as well as the 
owner's agent, using 
either a handwritten or 
DocuSign signature.



Module 5 – ARO Affordability Ratio

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 submit your completed application without first 
checking this ratio. If the applicant does not meet this requirement, the application must be 
denied in writing indicating why the application was denied. No other steps are required.

39



Income/Asset/Affordability 
Excel Worksheet

- This is a DOH-created form to assist with 
income/asset calculations and to perform rent-to-
income ratio calculations.

- Use this worksheet solely to determine whether an 
applicant’s current income meets the rent-to-
income affordability requirement of 40% or less. Do 
not disclose the required income amount to 
applicants before completing this assessment. For 
example, avoid stating, “You must earn three 
times the rent to qualify,” as this may be 
misleading. Some applicants may receive rental 
assistance, in which case the rent-to-income ratio 
requirement would not apply.

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

40



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.
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Module 6 – Rent/Income/Utility Allowance Limits

42

Typically, the income limits are published annually in April and the rent limits are published between the 1st and the 15th of June. Please be 
aware that per the ARO rules, property owners are not permitted to utilize the published income limits, until the new rent and utility 
allowance limits are released. Both sets of limits must be used together in accordance with the regulations. 

Although the property may not necessarily be a “high rise” building in height, you must use the limits listed in the High-Rise section of 
each table.



Income Limits
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Rent Limits
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Utility Allowances

45

Please note; In the context of the City of Chicago Income/Rent and UA tables, 
the utility allowance is not an actual charge imposed on residents but rather a 
deduction implemented by the Department of Housing and Urban Development (HUD). 
Its purpose is to alleviate the financial burden on tenants who are responsible for paying 
utilities directly to a service provider. This allowance is in no way associated with any 
specific property and/or required utility bundles/non-optional charges.

An example to clarify this concept. If the rent amount is $1,500 and a 
resident is accountable for paying their electric bill directly to ComEd, 
and the current utility allowance (UA) for a one-bedroom is $39.00 
(specifically for electric only), HUD subtracts this allowance from the 
rent. Consequently, the tenant's portion of the rent is reduced to 

$1,222.



Module 7 – Official 
Correspondence

Approval and Denial Determination Letters
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Approved 
Determination 

Notice 

Once the final eligibility review 
has been completed, you will 
receive a signed approval 
determination letter if applicant 
is eligible. Signed lease must be 
sent to the assigned auditor 
with 10 business days of 
receiving approval letter. This 
letter must remain in the file 
with the application packet 

47



Denied Determination Notice

Once the final eligibility review is 
complete and an applicant is denied, 
you will receive a denial 
determination letter. The denial 
notice includes an appeal form that 
the applicant must complete and 
sign if they choose to appeal the 
decision. Owner/Property 
Management staff must also obtain 
additional supporting 
documentation from the applicant 
for the appeal. The completed appeal 
must be submitted to the ARO on-
site staff within 10 business days of 
the denial notice. The unit must 
remain on hold until the appeal 
period has ended.
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Annual Owners 
Certification

30 Year Affordability Period
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Annual Owner’s Certification

ARO Compliance - 30-year affordability period begins once  project 
has been fully leased. You must notify DOH management once you 
have leased up all designated ARO units per the Affordable Housing 
Agreement. 

AOC Packet You will receive an Affordability Commencement letter, 
indicating that you must submit and ARO Annual Owner Certification 
(AOC)the following year.  An assigned Senior Auditor will send a 
request to submit the annual packet.  Once reviewed you will receive a 
compliance or non-compliant determination letter.



Annual Owner 
Certification

All designated ARO units must be 
listed in B2, occupied and vacant.

 Page 1 and 2
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AOC INDEMNIFICATION

Indemnification page must be signed 
by the owner and notarized. 

Page 3
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6 month lease up 
progress report

(New properties only)

Per the ARO Agreement Section 4 

Section 4 of the agreement.  Affordability 
Requirements, 4.13- “If on the date that is six (6) 
months following the Completion Date, the 
Affordable Units are not rented or available for 
rental by Eligible Households, the Developer shall 
be in breach of this Agreement and subject to the 
City’s remedies set forth in Section 5. The 
Department may, in its sole discretion, extend such 
6-month period based on the initial leasing of the 
Units in the Project.”

52



Department of Housing: 
Long-Term Monitoring 

ARO Application Compliance Training

Thank you for participating in this compliance training. Should you 

have any questions regarding any information contained within, 

please reach out to Assistant Commissioner, Margarita Vega. 
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