Income Calculation:
Annualizing Wages and Periodic Payments

When calculating income based on hourly, weekly, or monthly payment information, add the gross amount earned in each pay period for which there is documentation and divide by the number of pay periods. This provides an average wage per payment period. Depending on pay periods used by the employer or the schedule of periodic payments, the following calculations convert the average wage into annual income:
· Hourly Wage multiplied by hours worked per week multiplied by 52 weeks
· Weekly Wage multiplied by 52 weeks
· Bi-Weekly (every other week) Wage multiplied by 26 bi-weekly periods
· Semi-Monthly Wage (twice a month) multiplied by 24 semi-monthly periods
· Monthly Wage multiplied by 12 months CTION V | PARTICIPANT ELIGIBILITY
SECTION V | PARTICIPANT ELIGIBILITY
Grantees may choose among the following two methods of calculating annual income:
· Calculating projected annual income by annualizing current income
OR
· Using information available to average anticipated income from all known sources when the sources are expected to change during the year.

For example, an applicant works as a teacher’s assistant nine months annually and receives $1,300 per month. During the summer recess, the applicant works for the Parks and Recreation Department for $600 per month. Grantees may calculate the Applicant family's income using either of the following two methods:

· Calculate Annual Income Based on Current Income: $15,600 ($1,300 x 12 months). If recertification falls during summer recess, the grantee would recalculate the Applicant family's income during the summer months at a reduced annualized amount of $7,200 ($600 x 12 months).

· Calculate Annual Income Based on Average Experience:
$11,700 ($1300 x 9 months)
+ 1,800 ($ 600 x 3 months)
$13,500

Using the first method requires documentation of only one source of income; under the second method, the Applicant family’s intake file would include documentation of both sources of income.

If a household’s periodic benefits and/or period of employment are capped, grantees should not annualize benefits/pay beyond the maximum level of benefit/pay that can be received. For example, a client receives $100 of unemployment per week, but unemployment is capped at $4,000 per year. The client’s annualized unemployment benefits should be calculated at $4,000, and not $100 * 52 = $5,200. Another example, the household is employed for a quarter and will receive $500/week. The client’s annualized pay should be calculated at $6,000 and not $500*52 = $26,000.

Furthermore, to the extent that there is certainty about expected income, future income should be taken into account when determining whether a household has other financial resources. Remember, grantees are encouraged to assess all circumstances and document that the household would be homeless but for the assistance. As such, case managers should carefully evaluate the circumstances and probability of future income. For example, while a seasonal worker may expect to earn income during an upcoming season, if s/he has no promise of future employment, the potential of future employment should not be counted as a resource.
In contrast, if a school teacher has a promise of future employment (by way of a renewed employment contract), the potential of future employment should be accounted for in the assessment of other financial resources. This is not to say that the school teacher in the example would be automatically determined ineligible. Rather, grantees should determine when the employment opportunity will take effect (i.e. when the income will be earned) and create financial assistance plans that account for an eligible Applicant family’s financial resources.
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