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INSTRUCTIONS FOR COMPLETING 
INCOME AND EXPENSE SURVEY FORM 

APARTMENTS

The following instructions are provided to aid you in filling out this 
survey form. If you have any questions, please call this office at 
703.746.4646. 

A.  Certification 
Certification of this information by the owner or officially 
authorized representative is required by state law (Code of 
Virginia 58.1-3294). A copy of this code will be provided upon 
request. Please print or type the name and title of the person 
certifying this information. Also provide the name and phone 
number of the person to contact with questions about this 
information.

B. Income Information 
Please enter the period covered by this income and expense 
statement. 

1. POTENTIAL RENTAL INCOME 
01. Market Rent at 100% Occupancy - Represents the 

total potential rental income for property during 
January of the reporting year. The potential rental 
income includes all the rental income assuming 
100% occupancy of both residential apartments 
(including employee apartments) and commercial 
spaces, and is prior to deduction for vacancy and 
collection loss. 

2. VACANCY AND COLLECTION LOSS 
02. Income Loss Due to Vacancy - Estimated rental 

loss at market rental rates due to periods of vacancy. 

03.    Income Loss Due to Concessions – Incentives  
given to tenants in order to increase occupancy, e.g., 
periods of free or reduced rent. 

04. Income Loss Due to Collection Loss – Income 
loss due to inability to collect rent owed. 

05. Total Vacancy and Collection Loss - Sum of lines 
02 through 04. 

3. ACTUAL GROSS INCOME 
06. Actual Apartment Rental Income - Actual income 

received from rental of apartment units  and 
commercial sales after vacancy collection loss and 
concessions. 

4. OTHER INCOME 
07. Excess Rent Attributable to Corporate Suites -

Income received from corporate suites less income for 
similar furnished or unfurnished units. 

08. Laundry Income - Total amount of income collected 
from coin laundry or contractual agreements with 
laundry machine suppliers. Check the appropriate box 
for contract service or owner managed. 

09. Utility Reimbursements – Represents tenant payment 
to owner of their pro rata share of operating expenses 
where utilities are sub-metered. 

10. Interest Income - Interest earned on capital 
improvement reserve accounts, monthly management 
operating accounts, and bank deposits such as CD’s 
and treasury notes. 

11. Insurance Reimbursements - Monies paid to owner 
for insurance claims. 

12. Garage/Parking Rents - Rental income from garage or 
covered parking spaces.  

13. Furniture rental income - Rental income from 
furnished units. 

14. Clubhouse rental - Rental income from clubhouse. 

15. Special Fees - Pool fees, health club fees, or other 
fees not accounted for elsewhere. 

16. Interest Subsidy - For subsidized apartments only, 
indicate the amount paid by HUD to mortgagee. 

17. Concessions – Amount of income received from 
vending machines, pay telephones, etc. 

18. Miscellaneous (specify) - Any additional income 
received not covered in another category, such as 
antennas or telecommunication towers. Specify the 
type of source of income from such items. 

19. Total Other Income - Sum of lines 07 through 18. 

TOTAL ACTUAL INCOME (Sum of lines 06c and Line 19) 

C.  Capital Improvements, Renovations 
Capital expenditures are investments in remodeling or 
replacements that materially add to the value of the property, or 
appreciably prolong its economic life. Generally, expenditures 
on materials or equipment with a life of more than one year 
should be considered capital and included here.  If this section 
applies to your property, please answer yes and list on an 
attached sheet the items considered to be capital 
improvements.  Enter the total amount of the capital cost for 
this reporting period only.  For each line enter a description of  








