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PPrroovviiddeerrss  wwhhoo  ssuubbmmiitt  ccoommpplleetteedd  HHoouusseehhoolldd  SSiizzee--IInnccoommee  SSttaatteemmeennttss  ((HHSSIISS))  ((AAttttaacchhmmeenntt  22))  

ffoorr  eelliiggiibbiilliittyy  ddeetteerrmmiinnaattiioonn  aass  aa  TTiieerr  11  hhoommee  mmuusstt  aallssoo  ssuubbmmiitt  ssuuppppoorrtt  ddooccuummeennttss..  

TThhee  ssuuppppoorrtt  ddooccuummeennttss  mmuusstt::  

 Be official (not self-reported)  

 Substantiate the household’s current participation in benefit programs or all income sources 
received by all household members; aanndd 

 Be submitted annually with a new HSIS 
The previous year’s HSIS support documents cannot be pulled forward to support the new HSIS. 

UUppoonn  rreecceeiivviinngg  aa  ccoommpplleetteedd  HHSSIISS  ((AAttttaacchhmmeenntt  22))  aanndd  iittss  ssuuppppoorrtt  ddooccuummeennttss,,  cchheecckk  tthhee  

ffoolllloowwiinngg::  

1) The HSIS is fully completed by the Provider, in accordance with guidance memorandum I, Sections 
F and G; aanndd 

2) Current and proper support documents enable verification of the household’s participation in the 
reported benefit program or all reported income information.  

IInnccoommpplleettee  DDooccuummeennttss  aanndd//oorr  DDiissccrreeppaanncciieess::  

Incomplete information or any discrepancies between the submitted HSIS and support documents 
must be resolved prior to making the final eligibility determination and issuing the effective month of 
the determination.  

  The Sponsor must always contact the Provider to obtain any missing information and/or 
support documents.  

  Retain and attach any written Sponsor/Provider correspondence to the HSIS documents for 
resolving incomplete information and discrepancies. Information obtained by phone from the 
Provider may be written on the HSIS by Sponsor staff, but then the person spoken to, staff 
initials, and the date this information was obtained must be noted next to the added or 
corrected information. 

EExxaammpplleess  ooff  DDiissccrreeppaanncciieess::  

 When the support documents do not sufficiently verify the reported HSIS information and/or the 
HSIS is incomplete; and/or 

 When income information on the support documents does not coincide or is not written on the 
HSIS. The Sponsor must contact the Provider to confirm receipt of this income before writing it on 
the HSIS. 

 

AAcccceeppttaabbllee  SSuuppppoorrtt  DDooccuummeennttss  ffoorr  VVeerriiffiiccaattiioonn  

  BBeenneeffiitt  PPrrooggrraammss  ((FFooooddSShhaarree  WWII,,  WW--22  CCaasshh  BBeenneeffiittss,,  aanndd  FFDDPPIIRR))::  

The eligibility notice (or some form of this) from the program’s administering office which 
provides the following information: 

 Recipient’s name and address; 

 Case number; and 

 Date of eligibility, showing the recipient is currently receiving the benefit 
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AAcccceeppttaabbllee  SSuuppppoorrtt  DDooccuummeennttss  ffoorr  VVeerriiffiiccaattiioonn  
  HHoouusseehhoolldd  IInnccoommee  SSoouurrcceess    

  DDooccuummeennttss  ssuuppppoorrttiinngg  tthhee  rreeppoorrtteedd  iinnccoommee  ssoouurrcceess  mmuusstt  bbee  ccuurrrreenntt..  

CCuurrrreenntt  iinnccoommee means income received by the household for the current month (the month in which the HSIS is completed) or for the month prior to 
HSIS completion. If such income does not accurately reflect the household’s annual income, income may be based on the projected annual household 
income. If the prior year’s income provides an accurate reflection of the household’s current annual income, the prior year may be used as a base for 
the projected annual income. 

  AAdddd  aallll  hhoouusseehhoolldd  iinnccoommee  ssoouurrcceess  ffoorr  aallll  hhoouusseehhoolldd  mmeemmbbeerrss  ttooggeetthheerr  ttoo  ccaallccuullaattee  tthhee  ttoottaall  hhoouusseehhoolldd  iinnccoommee..  

  TThhee  ddooccuummeennttss  mmuusstt  sshhooww  tthhee  ffoolllloowwiinngg  iinnffoorrmmaattiioonn  ffoorr  eeaacchh  iinnccoommee  ssoouurrccee::  

 The name of the household member receiving it 
 The date(s) it was received 
 The amount received 

 The pay period 
  Payment frequency  

IInnccoommee  SSoouurrccee  
AAcccceeppttaabbllee  DDooccuummeennttss  

ffoorr  VVeerriiffiiccaattiioonn  
FFuurrtthheerr  DDeettaaiill  aanndd  EExxcceeppttiioonnss  MMaakkiinngg  CCaallccuullaattiioonnss  

EEmmppllooyymmeenntt  EEaarrnniinnggss  
((WWaaggeess//SSaallaarryy  ffoorr  eeaacchh  jjoobb))  

((NNoott  SSeellff  EEmmppllooyyeedd))  

Verify Gross Income 

 Most recent paycheck stub 

 Employer statement 

 Tax documents (i.e. 1040 
and relevant schedules)  
(See below for more 
information on the Form 
1040.) 

 When wages are paid by the same 
pay period throughout the year (i.e. 
every 2 weeks), collect the most 
recent pay period’s check stub(s). 

 If paid seasonally (i.e. construction 
workers, teachers, migrant workers), 
obtain the 1040 from the previous 
calendar year. The most current 
monthly income will distort the actual 
amount of income earned annually. 

 If more than one pay period of check stubs is submitted to reflect monthly 
income earned, they should be for consecutive pay periods. Then, average the 
gross income reported from all of the check stubs. Example: 

 3 bi-weekly paychecks: add the gross income from the 3 paychecks together 
and divide by 3 to calculate the average. Then, using the correct multipliers, 
take the average and multiply out to annual income (unless this is the only 
reported household income; then, leave it as bi-weekly income and determine 
the eligibility by referencing the bi-weekly column on the Household Size-
Income Scale (GM I – Attachment 4). 

 Do not add the paycheck amounts together (instead of calculating 
the average of the 3 bi-weekly payments) and try to convert 6 
weeks of income to annual (or monthly) income.  

SSeellff  EEmmppllooyyeedd    

Verify Net Income 

 Tax documents (i.e. 1040, 
Schedule C, other relevant 
schedules) 

 Official documentation of 
income and expenses  
 Bank statements 
 Receipts for deposits 

and expenses 

 Tax documents should be the primary 
source unless:  

 The Provider is new and did not file 
a tax return for the previous year: 
Use income & expense documents -  
 Income: child care tuition 

(deposit slips, bank statements) 

 Expenses: receipts for business 
expenses 

 The previous year’s income does 
not accurately reflect the Provider’s 
current income. 

 Schedule C should be the primary tax document used for verification. 

 

 
 

If a negative #, 

must count as 

zero 
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HHoouusseehhoollddss  wwiitthh  WWaaggee  IInnccoommee  aanndd  

SSeellff  EEmmppllooyymmeenntt  IInnccoommee  UUssiinngg  FFoorrmm  11004400  ffoorr  IInnccoommee  VVeerriiffiiccaattiioonn  

  

  TThhee  wwaaggee  eeaarrnniinnggss  aanndd  sseellff  eemmppllooyymmeenntt  eeaarrnniinnggss  
mmuusstt  bbee  rreeppoorrtteedd  sseeppaarraatteellyy..    

  IInnccoommee  ffrroomm  wwaaggeess  ccaannnnoott  bbee  rreedduucceedd  bbyy  tthhee  

aammoouunntt  ooff  aa  bbuussiinneessss  lloossss  ffrroomm  tthhee  sseellff  

eemmppllooyymmeenntt  iinnccoommee  ssoouurrccee..  IIff  sseellff  eemmppllooyymmeenntt  

iinnccoommee  iiss  nneeggaattiivvee,,  iitt  mmuusstt  bbee  lliisstteedd  aass  zzeerroo..  

  IIff  tthhee  PPrroovviiddeerr  iiss  mmaarrrriieedd  bbuutt  ffiilleess  sseeppaarraatteellyy,,  

iinnccoommee  eeaarrnneedd  bbyy  tthhee  PPrroovviiddeerr’’ss  ssppoouussee  mmuusstt  bbee  

rreeppoorrtteedd  ((aanndd  vveerriiffiieedd))  sseeppaarraatteellyy..  
 
 
 
 
 
 
 
 
 
 
 
 
 

  NNoo  ssiinnggllee  lliinnee  oonn  tthhee  FFoorrmm  11004400  aaddeeqquuaatteellyy  ccaappttuurreess  tthhee  hhoouusseehhoolldd  iinnccoommee..  

  DDiiffffeerreenncceess  bbeettwweeeenn  hhooww  hhoouusseehhoolldd  iinnccoommee  iiss  ddeeffiinneedd  bbyy  tthhee  CCAACCFFPP  aanndd  tthhee  IIRRSS  ffoorr  ttaaxx  rreeppoorrttiinngg  

ppuurrppoosseess  oonn  ttaaxx  ffoorrmmss::  

 CACFP does not allow for deductions of business or investment losses; losses must be treated as 
“zero” income. (Cannot be a negative amount) 

 CACFP requires annual distributions from IRA accounts, pensions, social security benefits, and 
other retirement plans to be included within the reported household income. (The IRS permits 
this income to be partially excluded for taxation purposes.) 

  SSuubbttrraacctt  aammoouunnttss  rreeppoorrtteedd  oonn  lliinneess  1155bb,,  1166bb,,  aanndd  2200bb  aanndd  aadddd  iinn  aammoouunnttss  oonn  1155aa,,  1166aa,,  aanndd  

2200aa..  

 CACFP requires child support, welfare benefits, and other income to be included. (The IRS 
permits this income to be excluded.) Refer to GM I, Section G, for all income that must be 
included. 

  TThhee  iinnccoommee  ffrroomm  tthheessee  ssoouurrcceess  mmuusstt  bbee  rreeppoorrtteedd  sseeppaarraatteellyy  oonn  tthhee  HHSSIISS  aanndd  sseeppaarraattee  

ssuuppppoorrtt  ddooccuummeennttss  ffoorr  tthheessee  ssoouurrcceess  mmuusstt  bbee  ssuubbmmiitttteedd..  

 

Line 12 - adjust losses to zero. 

X 

X 
Line 21 – excludes child support, welfare 

benefits, and other income. Income 

from these sources must be included. 

Line 13 & 14 - adjust losses to zero. 



Guidance Memorandum I: CACFP Requirements for Household Size-Income Statements 

HHSSIISS  VVeerriiffiiccaattiioonn  RReeqquuiirreemmeennttss  

Page 4 of 4 
Revision Date: 7/15                                                                                                                                                                                                        
All Guidance Memorandums for home sponsors: http://fns.dpi.wi.gov/fns_homememos 

Addendum I1 (New-7/15) 

 
 

 
 

 

IInnccoommee  SSoouurrccee  AAcccceeppttaabbllee  DDooccuummeennttss  ffoorr  VVeerriiffiiccaattiioonn  

UUnneemmppllooyymmeenntt  

CCoommppeennssaattiioonn  

DDiissaabbiilliittyy    

WWoorrkkeerr’’ss  CCoommppeennssaattiioonn  

 Eligibility notice from the State employment security 
office 

 Check stubs 

 Official letter from worker/disability compensation 

CChhiilldd  SSuuppppoorrtt  

AAlliimmoonnyy  PPaayymmeennttss  

 Court decree 

 Legal agreement 

 Copies of checks received 

PPuubblliicc  AAssssiissttaannccee  

TTAANNFF  PPaayymmeennttss  
 Benefit notice from the administering agency 

SSoocciiaall  SSeeccuurriittyy  PPaayymmeennttss  

PPeennssiioonnssRReettiirreemmeenntt  FFuunnddss  

SSuupppplleemmeennttaall  SSeeccuurriittyy  

IInnccoommeeVVeetteerraann’’ss  PPaayymmeennttss  

 Benefit notice from Social Security Office 

 Official summary statement of benefits received 

 Pension Award Notice 

RReennttaall  IInnccoommee  

 Official documents of rent received  
(amount, how often, & receipt date) 

 Rental/lease agreement 

 Deposit receipts 

 Bank statements 

IInnvveessttmmeenntt  DDiivviiddeennddss  

SSaavviinnggss  WWiitthhddrraawwaallss  

BBoonnddss  IIRRAA  DDiissttrriibbuuttiioonnss  

EEssttaattee  IInnccoommeeTTrruusstt  IInnccoommee  

 Investment account summary 

 Distribution schedule 

 Bank statements 

 Court documents 


