Income Calculation Guidance
This document is not intended to replace the more in-depth instructions provided by the U. S. Department of Housing and Urban Development (HUD) which may be accessed at https://www.hud.gov/program_offices/administration/hudclips/handbooks/hsgh/4350.3. 
Additionally, income limits for Delaware may be accessed at http://www.huduser.org/datasets/il.html.

To annualize full-time employment income, multiply
· Full time: Hourly wage by 2080 (40-hour work week) or 1950 (37.5-hour work week)
· Part time: Hourly wage by the number of hours a person is expected to work
· Weekly wages by 52
· Biweekly wagers by 26
· Semi-monthly wages by 24 
· Monthly wages by 12
· Year to date wages divided by the number of weeks and multiplied by 52

Overtime, bonuses and commissions
In the case of overtime pay, commissions, fees, tips and bonuses it is important to clarify whether such types of income are sporadic or a predictable component of an employee’s income.  If it is determined the applicant has earned predictable income payments and will continue to earn overtime pay, commissions, fees, tips and bonuses on a regular basis, Grantee must calculate the expected annual amount for such sources of income.

To calculate the projected amount of these types of income, the Grantee can use pay statements or a verification of employment (VOE).  If using pay statements, the Grantee should use the average amount of overtime pay, commissions, fees, tips and bonuses earned by the applicant over the previous 3 months from the applicant’s qualification date.  If using a VOE, the amount reported by the employee within the VOE should be used.  The average amount from the pay statements or the amount within the VOE is then projected over the next 12 months to determine the annual amount expected.
Child Support/Alimony
Multiply the court award by the number of annual payments to be received per the court order.  For example, if it is paid monthly, multiply by 12; if it is paid biweekly, multiply by 26.

Social Security/SSI/Veteran Benefits
Multiply the gross amount by 12.   If the participant is receiving SSI from the state in addition to the federal government, include that monthly.

Pension/annuities, disability or death benefits or other periodic payments
Multiply the gross amount by 12 if payment is received monthly.  If not received monthly, use appropriate method.
Welfare Assistance
Multiply the cash benefit by 12.
Income from Assets/Deposits/Investments
The amount of income from assets will be determined on the total cash value of all assets owned by the household members.
· If the total cash value of all assets owned by the household is less than $5,000, include the actual income derived from the asset (calculated for 12 months) in annual income.
· If the total case value of assets owned by the household is $5,000 or greater, include in annual income the larger amount of either the actual income derived from the assets or an imputed amount, which is calculated by multiplying the total cash value of all assets owned by the household times passbook rate (2.0%).
· The cash or market value of an asset may be reduced by whatever costs that may be incurred to convert that asset to cash.  Examples of these costs are: 
· Penalties for premature withdraw, brokers’ fees, legal fees and settlement costs for real estate transactions.

