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Annual Recertification Notice – 120 day 
 
 

Date:  _____________________________________ 
 
 
Resident Name:  ____________________________ 
 
 
Apt. #: ____________________________________ 
 
 
 
Dear _________________________: 
 
This notice is being sent to inform you that we must begin the process for annual 
recertification of income.  Federal regulations and program rules require that residents 
must recertify annually.  
 
Please contact the office at __________________ to make arrangements to complete the 
necessary documents for this recertification.  We will need to verify employment income, 
asset income, court ordered child support, social security, etc. for each household 
member along with verifying the current names of each household member. 
 
This notice is being issued 120 days prior to the date your certification will need to be 
completed; this is due to the time frame some verifications can take.  Your recertification 
will need to be completed no later than _______________________________.  
 
If you have any questions please contact the office.  Your cooperation will be greatly 
appreciated. 
 
Sincerely, 
 
_______________ Apartments 
 
 
 
 
 
 
copy:  Residents File 
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Annual Recertification Notice – 90 day 
 
 

Date:  _____________________________________ 
 
 
Resident Name:  ____________________________ 
 
 
Apt. #: ____________________________________ 
 
 
 
Dear _________________________: 
 
This notice is being sent to inform you that we must begin the process for annual 
recertification of income.  Federal regulations and program rules require that residents 
must recertify annually.  
 
Please contact the office at __________________ to make arrangements to complete the 
necessary documents for this recertification.  We will need to verify employment income, 
asset income, court ordered child support, social security, etc. for each household 
member along with verifying the current names of each household member. 
 
This notice is being issued 90 days prior to the date your certification will need to be 
completed; this is due to the time frame some verifications can take.  Your recertification 
will need to be completed no later than _______________________________.  
 
If you have any questions please contact the office.  Your cooperation will be greatly 
appreciated. 
 
Sincerely, 
 
_______________ Apartments 
 
 
 
 
 
 
 
 
copy:  Residents File 
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Annual Recertification Notice – 60 day 

 
 
 

Date: ___________________________________ 
 
 
Resident Name: __________________________ 
 
 
Apt. #: __________________________________ 
 
 
 
Dear _____________________________: 
 
You were contacted in writing approximately 60 days ago with an annual recertification 
notice.  Attempts to contact the office have either not been successful or there has been 
no response on your part.  This notice will serve as a reminder that residents must comply 
with Federal recertification procedures.   
 
Please contact the office immediately at ___________________ to make arrangements to 
complete the necessary documents prior to signing the recertification.  Your failure to 
recertify will lead to a violation of your lease agreement.  
 
We will need verification of all income for each household member before the 
recertification can be signed; this must be signed no later than ____________________.  
If you have any questions, please contact the office. 
 
Sincerely, 
 
________________ Apartments 
 
 
 
 
 
 
 
 
copy:  Residents File 
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Annual Recertification – 30 Day Warning 

 
 

Date: _____________________________________ 
 
 
Resident Name: ____________________________ 
 
 
Apt. #: ____________________________________ 
 
 
 
Dear __________________________: 
 
You have been previously issued 120, 90 and 60 day notices in regard to your annual 
recertification.  Because there has been no response on your part, this warning is issued to 
notify you that we must have your annual resident income and household information 
verified in order for you to sign the recertification.  This must be completed and signed 
no later than _________________________. 
 
Failure to recertify is a violation of Federal program requirements and your lease 
agreement.  This will serve as a 30 day notice that on _____________ without a signed 
certification your rent will be raised to market rate of $__________.  You must contact 
the office at                      immediately.  Your residency may be jeopardized if this matter 
is not cured. 
 
Sincerely, 
 
____________ Apartments 
 
 
 
 
 
 
 
 
 
 
copy:  Residents File 
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Tax Credit                  
Lease Addendum 

 
This is an addendum to the Lease Contract executed by you, the resident(s), on the dwelling you 
have agreed to rent.  That dwelling is apt #_____________ at_____________________________ 
        (name of apartment community)  
______________________________________________________________________________ 
(address)             (city)                       (state)         (zip) 
 
We, as the owner of the dwelling you are renting, are participating in the Federal Low Income 
Housing Tax Credit Affordable Housing Program.  This program requires both you and us to 
verify certain information and to agree to certain provisions contained in this addendum. 
 
ACCURATE INFORMATION ON APPLICATION: By signing this addendum, you are 
certifying that the information provided in the Rental Application or any Supplemental Rental 
Application regarding your household annual income is true and accurate. 
 
FUTURE REQUEST FOR INFORMATION: By signing this addendum, you agree that the 
annual income and other eligibility requirements for participation in this government regulated 
affordable housing program are substantial and material obligations under the Lease Contract.  
You agree to comply promptly with all requests for information regarding annual income and 
eligibility, including requests by the owner and the appropriate government monitoring agency.  
These requests to you may be made to you now and any time during the Lease Contract term or 
renewal period. 
 
INACCURATE INFORMATION AS GROUNDS FOR EVICTION: If you refuse to answer 
or if you do not provide accurate information in response to those requests, it will be considered a 
substantial violation of the Lease Contract and you can be evicted.  
 
STUDENT STATUS: By signing this addendum, you agree to notify the owner, in writing, if 
there are any changes in the student status of any residents (including replacement residents)  
occupying the unit at any time. 
 
FELONY CONVICTION: By signing this addendum, you agree to notify the owner, in writing, 
if anyone in the household becomes convicted of a felony at any time. 
 
________________________________________  ________________________ 
RESIDENT       DATE  
 
________________________________________  ________________________ 
RESIDENT       DATE  
 
________________________________________  ________________________ 
RESIDENT       DATE  
 
________________________________________  ________________________ 
RESIDENT       DATE  
 
 
 
________________________________________  ________________________ 
OWNER’S REPRESENTATIVE     DATE   
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