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Third Party Verification – Guideline


	Upfront (UIV)               Highest (Highly Recommended, highest level of third party verification)

Written 3rd Party          High (Mandatory if upfront income verification is not available or if UIV data                differs substantially from tenant-reported information)

Oral  3rd Party               Medium (Mandatory if written third party verification is not available)

Document Review         Medium-Low (Use on provisional basis)

Tenant Declaration
    Low (Use as a last resort)


	Income Type
	Upfront 


	Written Third Party 
	Oral Third Party
	Document Review
	Tenant Declaration

	
	THIRD PARTY VERIFICATION
	
	

	
	(LEVEL 5)
	(LEVEL 4)
	(LEVEL 3)
	(LEVEL 2)
	(LEVEL 1)

	Wages/

Salaries
	Data Share Agreement with Employment Security to obtain wage information electronically.

DSHS phone verification line to confirm wages. Staff shall complete the phone verification form.
	Mail, fax, or e-mail an employment verification form directly to the independent sources to obtain wage information, i.e.,

HR, Payroll, owner

  
	In the event the independent source does not respond to the written request for information, staff may contact the independent source by phone to obtain the requested information.  Staff shall complete the phone verification form.
	When neither form of third party verification can be obtained, staff may accept original documents such as 3 mos. of consecutive pay stubs, if employed by the same employer for three months or more, W-2 forms, IRS Letter 1722, which residents may obtain by calling the IRS at 1-800-829-1040.  (This is a tax account listing that shows the residents filing status, exemptions claimed, adjusted gross income, taxable income, taxes paid, etc.)  from the tenant.  

Note:  

Pay-stubs must list the employee’s name and/or SS# and the name of the employer.

Staff must document in the applicant/tenant file, the reason third party verification was not available
. 


	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares the family’s total annual income from earnings.  Notarized statement should include a perjury penalty statement.

Note:  Staff must document in the applicant/tenant file, the reason third party verification was not available.

	
	Internet, i.e.,

The Work Number (www.theworknumber.com)

or ChoicePoint to obtain wage and salary information.
	Staff may have the applicant/ tenant sign a Request for Earnings Statement from the SSA to confirm past earnings.  Staff mails the form to SSA and the statement will be sent to the address the staff specifies on the form.
	
	
	

	
	Use of HUD systems, when available.
	
	
	
	

	Verification of Employment Income:  Staff should always obtain as much information as possible about the employment, such as start date (new employment), termination date (previous employment), pay frequency, pay rate, anticipated pay increases in the next twelve months, year-to-date earnings, bonuses, overtime, company name, address and telephone number, name and position of the person completing the employment verification form.

Effective Date of Employment:  Staff should always confirm start and termination dates of employment.

	Self-Employ-ment
	Not Available
	Mail, fax, or e-mail an employment verification form directly to sources identified by the family to obtain income information.
	Staff may call the source by phone to obtain the requested information.  Staff shall complete the phone verification form.
	Staff may accept any documents, i.e. tax returns, quarterly sales tax reports,  invoices and letters from customers, etc. (see below) provided by the applicant/tenant to verify self-employment income.   

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not obtained.
	Applicant/tenant completed Self-employment verification form. Staff may accept a notarized statement or affidavit from the applicant/tenant that declares the family’s total annual income from self-employment.   Notarized statement should include a perjury penalty statement.

Note:  Staff must document in the applicant/tenant file, the reason third party verification was not available.

	Verification of Self-Employment Income:  Typically, it is a challenge to obtain third party verification of  self-employment income. Other documents include: financial statements, IRS Form 1040 (schedule C, E, or F), credit report or loan application, manifests, appointment books, cash books, bank statements and receipts may be used as a guide for the prior six months.  When third party verification is not available, staff should request a applicant/tenant declaration that includes a perjury statement.

	Social Security Benefits
	Use of HUD Tenant Assessment System (TASS) to obtain current benefit history and discrepancy reports.

Currently not available to LIPH
	Staff mails or faxes a SSA verification form directly to the local SSA office to obtain social security benefit information.

 
	Staff may call SSA, with the applicant/tenant on the line, to obtain current benefit amount.  Staff shall complete the phone verification form.
	Staff may accept an original SSA Benefit Notice.

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not available.
	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares monthly social security benefits, supported by viewing SSA benefit check or bank deposit with direct deposit action by the SSD. Notarized statement should include a perjury penalty statement.
Note:  The PHA must document in the applicant/tenant file, the reason third party verification was not available.

	Welfare Benefits
	Currently not available
	Staff mails, faxes, or e-mails a DSHS verification form directly to the local DSHS office to obtain welfare benefit information.  
	Data Sharing Agreement.

Staff may call the local DSHS phone verification line ( 1-800-795-2518) to obtain current benefit amount.  Staff shall complete the DSHS verification form.
	Staff may review an original award notice or printout from the local DSHS office. 

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not available.
	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares monthly welfare benefits.  Notarized statement should include a perjury penalty statement.

Note:  Staff must document in the tenant file, the reason third party verification was not available.

	Unemploy-ment Benefits
	Data Share Agreement with Employment Security to obtain unemployment benefit information electronically.


	Staff mails, faxes, or e-mails a Employment Security verification form directly to the local Employment Security Agency to obtain unemployment compensation nformation.  
	Staff may call the local Employment Security Agency to obtain current benefit amount.
	Staff may review an original benefit notice or unemployment check stub, or printout from the local Employment Security Agency 

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not available.
	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares unemployment benefits.  Notarized statement should include a perjury penalty statement.
Note:  Staff must document in the tenant file, the reason third party verification was not available.

	
	Use of HUD systems, when available.
	
	
	
	

	Pensions
	Currently not available
	Staff mails, faxes, or e-mails a verification form directly to the pension provider to obtain pension information.
	Staff may call the pension provider to obtain current benefit amount.
	Staff may review an original benefit notice from the pension provider.  If  the benefit amount is fixed for life and the original notice is older than 120 days, staff may use a current direct deposit action, or pension check along with the original notice as verification.

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not available.
	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares monthly pension amounts.  Notarized statement should include a perjury penalty statement.

Note:  Staff must document in the applicant/tenant file, the reason third party verification was not available. 



	Assets
	For Assets over $500.

Currently not available
	For Assets over $500.

Staff mails, faxes, or emails a verification form directly to the source to obtain asset and asset income information.


	For Assets over $500.

Staff may call the source to obtain asset and asset income information.
	Staff may review original documents from financial institutions or broker, 3 months of consecutive bank  or fund statements, appraisals, IRS Form 1099, etc. (see below ) provided by the applicant/tenant

Note: Staff must document in the applicant/ tenant file, the reason third party verification was not available.
	Staff may accept a notarized statement or affidavit from the applicant/tenant that declares assets and asset income.  Notarized statement should include a perjury penalty statement.

Note:  Staff must document in the applicant/ tenant file, the reason third party verification was not available.

	Asset verification: 

Interest Income from Investment Accounts - Account statement showing value of investment, and the earnings credited the account; earnings obtained from current newspaper quotations or oral broker’s verification; IRS Forms from current tax return. 
Lump sum receipt - An original statement from an accountant, attorney, government agency, financial institute, stating the amount of the lump sum receipt.  
Personal property as investment - An original statement from an appraiser stating the value of the investment; original purchase receipts or documents that indicate the value of the investment.  
Whole / Universal Life Insurance - An original statement from the insurance company with the surrender cash value.  
Trust Fund - An original statement from an attorney, courts, grantor or trustee, stating the value of the trust account. 
Interest Income from Mortgages or Similar Arrangements - An original statement from an accountant, attorney, real estate broker, the buyer, or a financial institution stating interest due for next 12 months; amortization schedule showing interest for the 12 months following the effective date of the certification or recertification. 
Net Rental Income from Property Owned by Family - IRS Form 1040, with Schedule E (Rental Income); copies of latest rent receipts, leases, or other documentation of rent amounts; Lessee's written statement verifying rent payments to the resident and resident’s self-certification as to net income realized.


	Allowances and Deductions
	Currently not available
	Staff mails, faxes, or emails a verification form directly to the source to obtain information on expenses for allowances and deductions, i.e., full-time student status, medical expenses, disability.


	Staff may call the source to obtain information on expenses for  allowances and deductions.  Stall shall complete a phone verification form
	Staff may review original documents from the source to obtain information on expenses for allowances and deductions provided by the applicant/tenant, i.e., pharmacy print-outs, original prescriptions, billing statement from insurance or medical providers, original school records of registration, 

Note: Staff must document in the tenant file, the reason third party verification was not available.
	N / A

	Note:
The PHA must not pass verification costs along to the participant.  



	Note:  In cases where the PHA cannot reliably project annual income, the PHA may elect to complete regular interim reexaminations (this policy should be apart of the PHA’s written policies.)
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