
RENTS, TICS 
AND MORE
2024 MULTIFAMILY AFFORDABLE HOUSING CONFERENCE



VS

Ticks are a pain, but your TICs don’t have to be!  Follow along with 
us for a comprehensive review of the TIC, Rental Schedule as well as 
helpful tips and tricks on submitting TICs to PHFA



Agenda

Examine the Tenant 
Income Certification 
(TIC) Forms and 
highlight  areas with 
common errors

01
Review the Rental 
Schedule form

02
Tenant Income 
Certification 
submissions to PHFA 
and mitigate 
potential errors

03



Tenant Income 
Certification Review



Tenant Income Certification - TIC 

The TIC used in this part of the 
training is for Move-Ins and full 

Annual Recertifications.  Be sure to 
use the correct TIC for your scenario 
(Alternate if project consists of 100% 

low-income units; Transfer TIC if a 
tenant is transferring to another unit 

in the project).

Have a copy of the 8609(s) and 
Project History Form on-site to help 
with completing the TICs.  Property 
Name, TC#, BIN#, Addresses, Unit 

Numbers, and # of Bedrooms must 
be completed and should match 
with the historical data on the 

8609(s) and Project History Form.



Move-In and Full 
Recertification 
Tenant Income 

Certification Form

Page 1



This is the date the TIC was generated.

Make sure Student Status is completed 
correctly. Most children ages 6 to 18 
years old are full-time students.

This is often missed or 
incorrect. The information 
can be located on the 8609 

and/or Project History Form.

Be sure to input the correct address, unit 
number, and # of bedrooms. This can be 

found on the Project History Form.



Race, Ethnicity, Disabled – If the applicant 
does not wish to answer these questions, 
please see Instructions for Completing 
Tenant Income Certification for the correct 
code.  The instructions immediately follow 
the TIC we have shared to our website, 
instructions beginning on page 3.



New Passbook Rate effective 1/1/2024. 
Are you using the most up-to-date TIC?

SSP should be listed under (C) Public Assistance

Remember!  
HH Members 

income/assets 
should each be 

listed 
separately. 

Verify if current 
or imputed 

value



• Reminder that all adult members of the household 18 years of age and older are required to 
sign and date the TIC.

• Any corrections or changes made to page 1 from the signature line up, must be initialed and 
dated by the resident and Manager.

• If the TIC is dated and signed after the Effective Date, a “True and Correct” statement must be 
added to page one and initialed by the resident and Manager.



Move-In and Full 
Recertification 
Tenant Income 

Certification Form

Page 2

Very Important!

If you are entering 
your TIC’s manually 
into the web-entry 
system and you are 
printing the TIC for 
your file, you must 

confirm that all 
information on page 2 

is correct.  

The PHFA system 
does not recognize 

your set asides.   



Recertification Only – Multiply the Current Maximum Move-in Income Limit by 140%.  
If income is greater than 140% the Available Unit Rule must be followed. 





Use the PHFA portal to pull property specific income/rent limits.

If your property hasn’t been issued an 8609, be sure you are 
pulling the correct program specific limits for your property.



If all household members are full-time students, you 
must include a Student Explanation code.

This item is often missed!



This section is 
often missed or 

filled out 
incorrectly. 





Alternate 
Certification 
(Self-Cert)

 Tenant Income 
Certification Form

Alternate TIC can be used if 
the project consists of 100% 

low-income units.

Remember – the tenant is 
self-certifying; no third-party 

verifications are required.













• This report is generated from the 
TICs you entered in the web entry 
system.

• This report can be reviewed at 
anytime.

• If changes need to be made, 
adjustments may need to be made 
to the TICs that were entered.



Tenant Income 
Certification Entry



Login Screen

• From the login screen, enter the
• Enter Owner ID
• Username
• Password

• To gain access, or for account issues,
email multifamilysupport@phfa.org

mailto:multifamilysupport@phfa.org


TIC Entry

•TIC Entry- the process of manually 
entering TIC’s into the Web Entry 
System.

•This option may be required when 
TIC’s cannot upload correctly in the 
system, or a correction is needed 
after an upload is completed.

•Select, TIC Entry to begin the 
process of entering a TIC.



TIC Entry

•Select the property, you can 
also enter the TC number

•Select the Building

•Select the unit



Certification Types

• Move-In- cannot process a move-in 
to an occupied unit; process vacancy 
first

• Annual Recertification- Can only be 
processed using exact date of move-
in or first day of same month as 
move-in

• Interim- Can be used to add new 
household member

• Vacancy- process before a move-in

• **Transfer (Different Building)- Only 
allowed if part of a multiple building 
project. If not, it would be treated as 
a move out, then a new move-in to 
another building.

• Transfer (Same building)- Self 
Explanatory



Effective Date/ 
Unit Type

• Effective Date- Date of Move-In or 
any date reflective of tenant 
occupancy. EXCEPTION – Existing 
tenants at time of acquisition 
would use the acquisition placed – 
in service date.

• Unit Type- Be sure to select Low 
Income or Market Rate. Sometimes 
when uploading, this field is not 
completed due to failure to 
transfer all data over.



TIC/Part I

• Complete all sections in 
development data



TIC/Part II

• Complete all sections in 
household composition



TIC/Part III & IV

• Complete all sections in 
gross annual income and 
income from assets



TIC/Part V and VI

• Complete all sections of 
income eligibility and rent

• Notice the system 
automatically populates the 
current income limit per 
family size too

• In the rent section, it 
displays the gross rent for 
the unit and the max rent



TIC/Part VII and VIII

• Student Status- The 
household cannot be 
occupied by all students. 
However, there are 
exceptions, and the student 
explanation code needs to 
be included. 

• Program Type- Be sure to 
select the correct program 
type(s) so the system can 
generate the AMGI.



Signature Section

• The box needs checked 
certifying to the statement.

• Save/Submit- Be sure to 
submit TIC’s when 
complete. If it is only saved, 
it will appear as if a TIC was 
not completed for the year.



TIC History
(After Submission)

• Once completed, you will 
see your most current TIC 
entered under “Tenant 
Income Certification 
History”. If a mistake was 
made, it can be revised but 
not deleted. If the TIC needs 
deleted, contact PHFA to 
remove the Cert.



Tenant Income 
Certification Import



•Create XML file from your 
software vendors program and 
save to a folder

•In Web Entry System, select  
“TIC Import”

•Select, choose file, then upload 
the XML file saved.

TIC Import



TIC Import
Common Errors

•NAHMA standard version 5
• Currently PHFA is running on 

version 5, any previous 
versions will not pass 
validation and the following 
error will occur. 

• Contact your software vendor 
to create your XML on version 
5 to proceed



• XML Data Validation (in red) 
shows 1 record failed, and 361 
records passed. 
• The error displays when there is 

already a TIC in the system for 
the exact TIC you are trying to 
upload. 

• Be sure to check the Web Entry 
System for the most recent TIC 
entered

TIC Import
Common Errors



•  The project, building and 
unit number must be correct 
on the TIC to ensure it 
validates in the PHFA system

TIC Import
Common Errors



• Acceptable income Types
• Employment or Wages
• Social Security/Pension
• Public Assistance
• Other Income

TIC Import
Common Errors



QUESTIONS
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