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24.14 PAYMENT FOR SUPPORT SERVI CES

Paynment for support services is authorized to assi st
clients in securing or maintaining enploynent, or
participating in other activities.

The type and anount of any paynent made nust be based on
need, i.e., without receiving the paynent in that anmount
the client is not able to participate in an activity.

Afamly is eligible for support services throughout any
nonth for which a nonthly W/ WORKS paynent is made. In
addi tion, sonme former W/ WORKS recipients continue to be
eligible for support service paynents as |ong as the
conditions in Section 24.16 are nmet. This Section
contains information about support services available to
active AG s.

A VWHO I S ELI Gl BLE

Those who neet all of the following criteria are
eligible for paynent of support services:

- Active W/ WORKS recipient for the nmonth for
whi ch the support service paynent is intended.

- Participating, or preparing to participate, in
a work activity listed in Section 24.5.

- Not in a 39 or subsequent sanction for the
nmont h for which the support service paynent is
i ntended. Those who are in a 1st or 2
sanction period are eligible for support
services. There is no corresponding reduction
in the anmobunt of the support service paynent
due to either the 1st or 2" sanction.

- Has not received and is not expected to
receive, a DCA paynment which covers the nonth
for which the support service is requested.

Benefit |ssuance screens for Work Prograns are used
to request (BIRQ, stop paynent (BIWS) and to
replace (BIPL) support service paynents. Ilnquiry
screens related to support service paynents are

| QM\H, |1 QAD and | QVN.
B. GENERAL REQUI REMENTS

The follow ng general information applies to al
support services paynents, whether provided to an
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active recipient or to a fornmer recipient eligible
for continued support services according to Section
24.16.

- The amount of the paynent is based on the need,
but may not exceed the maxi num anpunts.

- When the client participates in nore than one
activity, paynent may be nmade for each
activity. However, the total nmay not exceed
t he maxi nrum paynent for each type of expense.

EXAMPLE: Assune the Iimt is $300/1ifetine.
During one 12-nonth period, a client
participates in job search, CWEP and part-tine
enpl oynent. As a job search participant, he
receives $75 for clothing. Wile a CWEP
participant, he receives an additional $150 for
clothing. When he finds enploynent he is only
eligible for an additional $75 for his special
cl ot hi ng needs, because the maxi mum paynment for
cl ot hing has been reached. ($75+$150+$75=$300)

- The need for a paynent nust be verified when
possi ble. See Chapter 4 for verification
requi rements.

- A recording nust be nade on RAPIDS screen CMC
for each paynent, explaining the need for the
payment and the reason for the anmount issued.
The only exception is for recurring
transportation costs after the initial paynent.
The initial recurring transportati on cost nust
be recorded along with the daily rate and the
number of days for which paynent is made.

- Support service maximumtine limts and anount
limts are usually based on each individua
reci pient, not on each famly. Therefore, if 2
parents are participating, each is eligible for
a maxi nrum paynment anmount in the tine-limted
peri od, except for vehicle repairs.

- When paynents are not made directly to the
client, they are made to a vendor of services.
A vendor nay be a private individual or a
| i censed business. Each vendor nust be
assigned a nunber to allow paynent to be nade
t hr ough RAPI DS.
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Direct paynents to the client are the
preferred nmet hod of paynent, but paynents may
be written to the client or to the vendor as
appropri ate.

NOTE: \When the Worker has nade an agreenent
or commtnent to pay the vendor directly, that
comm t nent nust be honored. Once the
agreenent has been nade it is not acceptable
to then issue the paynent directly to the
client with instructions to pay the vendor.

If a RAPIDS client receives the paynent
directly, the individual’s PIN nunmber is the
vendor nunber. Self-enployed clients are
entered as their own vendors.

I n using vendor paynents, the Worker nust be
careful to protect the client’s confidentiality.
No referral formto a vendor may specify that the
client is a recipient or how the goods or services
obtained with the vendor paynent are used.
Agreements with sonme enployers or other activity
providers may require that this information be

i ncluded and the ternms of that agreement nust be
foll owed. However, it is expected that vendor
payments and referrals for goods or services not
associated with enpl oyers or activity providers
will protect the client’s confidentiality.

All paynments are requested on RAPIDS screen Bl RQ

Any paynent made to a vendor requires an item zed
I nvoice or witten estimte of the charges. The

I nvoi ce nust be on the vendor’s invoice form or

on his business letterhead. The invoice is filed
In the case record.

When paynment is made to a vendor, the invoice or
estimate nmust not include sales tax. Wen paynent
IS made to reinburse the client, sales tax is

I ncl uded.

Support service paynments are not counted as incone
in determning eligibility for any OFS program

Recoupnent of overpaynents is made by reducing
subsequent support service paynents regardl ess
of the category of paynent, until the amount of
t he overpaynment has been repaid. The anount

wi t hhel d and the reason nust be documented in

t he case record.
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- M sdirected, |ost or stolen checks are handl ed
according itens D, E and F bel ow.

- Mul ti pl e paynents may be issued for the sane

category of support services as long as the
maxi mum anmount is not exceeded.

- Support service paynents cannot be made by
di rect deposit.

- Support service paynments may not be made for
ongoi ng |iving expenses, such as rent/nortgage
and utilities. This includes the cost of
installing new utilities, telephone hook-ups
and pre-paid phone cards. When they are the
client’s only source of tel ephone service.

EXCEPTI ON: Pre-paid phone cards may only be
purchased to enable the client to make activity-
rel ated calls when the client has no hone tel ephone.

- When a need for a support service paynent has
been identified but no paynent is issued, the
Wor ker must notify the client of the deni al
using form OFS-WW NL-2. The Wbrker nust
provide a narrative explanation of the reason
the paynent is denied in terns that are easily
understood by the client.

EXAMPLE: A former recipient |ast received a W
WORKS check in January and applies for paynent
for vehicle repairs in August.

The Worker includes the followi ng statenent in
the letter: Your |last W WORKS check was for
January. Paynents may be nmade to former W
WORKS recipients for only 6 nonths after the

| ast check. Since you applied for the paynent
in August , you are not eligible to
receive this paynment. Your eligibility for

t hese paynents ended in __ :

EXAMPLE: A former recipient |ast received a W
WORKS check 4 nonths ago. Five nonths ago his

youngest child had his 19" birthday.

The Worker includes the followi ng statenment in
the letter: Qur records show that Andrew is
your youngest child and that he turned 19 on
________ Since he is now an adult, you do not
neet the requirenent of having a dependent
child in your home.

58-99- 122 - 158 - 167 - 189 - 206 - 238 - 249

6/02 52



TER 24 - W/ WORKS

CHAP
W/ | NOOVE
MAI NTENANCE  MANUAL ACTI VI TI ES REQUI REMENTS o4 14

Under no circunstances is it correct to give or
mail an OFS-WWNL-2 to a client without a
narrative, Worker-conposed expl anation of the
reason for the denial.

The OFS-W/WNL-2 offers the client the right to
a Fair Hearing on this denial and nust be
mai |l ed or given to the client with a Hearing
request form

C. ALLOMBLE SUPPORT SERVI CE PAYMENTS

NOTE: The Worker nust determ ne whether or not a
need for support services exists. Wien a need is
identified by the Worker, it is the Worker’s
responsibility to follow through to ensure that the
need is nmet when possible. Under no circunstances
must the client be required to identify the

speci fic support service he needs as a condition of
receipt. All actions related to support service
paynments nmust be recorded on CMC

Addi tional information about the specific types of
support services that are allowed is contained in
this item No other support service paynents may
be made.

W/ WORKS recipients nmay be participating in nore
than one activity sinultaneously and entered as
such in RAPIDS. However, W Wparticipants may not
be shown in WWand any of the foll ow ng RAPI DS
conponents at the same tine:

- AB
- CO
- HS
- JO
- JR
- LS
- PD
- Al l codes beginning with T or N

W W participants may be entered in WW and any
enpl oynent - based RAPI DS conponent at the sanme tine,
I ncluding CW JN and EI, and with VT.
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The follow ng chart shows the categories of support
service paynents available and lists the W WORKS
activities and RAPIDS conponents for which such
paynments may be nade.

1. Collateral Expenses

NOTE: Paynents for collateral expenses nust
not be used to pay for nedical treatnment or

items such as eyegl asses, dentures, physical
exam nati ons, doctor visits, prescriptions,

etc.

NOTE: Under no circunstances may a collatera
paynment be nade to assist a client with making
a W WHEELS | ease paynent.

Col | ateral paynments may be made for itens such
as groom ng expenses, testing fees, gasoline,
or other expenses necessary to obtain

enpl oyment or to participate in a work
activity.

However, when a specific support service, such
as transportation, CDL, etc., shows that such
payment is not allowed for the client’s RAPI DS
conponent, collateral funds nust not be used to
pay the expense. |In addition, paynment nmay not
be made from col |l ateral expenses to suppl enent
ot her all owabl e support services when the
client has reached the maxi num anount.

EXAMPLE: Paynent for a CDL is not permtted for
t hose in RAPI DS conmponent JN. Therefore, the
CDL a client needs nust not be paid for from
col | ateral expenses for the JN participant.
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Paynment may be made for collateral expenses as
fol |l ows:

W/ WORKS Activity RAPI DS Conponent Limtations

Enpl oynent : Subsi di zed, | FU, FB, FV, PB, PU, PV
Unsubsi di zed, Full -
or Parttine.

JO N JN “’

El P El
Jobs Skills/ VT
Vocati onal Trng. $150/ Lifetine
Educati on (H gh School,
GED, ABE, Literacy, HS, AB, LS, CL, SE
Col | ege)
Community Services Cs, JR ﬂ
Job Search JO
CVEP Cw
W W Conpetitive G ant CG
W W Formul a Grant
FG
Conti nued Support
Servi ces PL
I n-Service to W | W
Job Devel opment/ JD, JK

Ret enti on
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Cl ot hi ng

Cl othing may be authorized for a verified offer of

enpl oynment, or to attend short-termtraining that is
expected to lead directly to enploynent. This expense
I ncl udes uni forms or work clothing, including shoes or
boots, but may include dress clothing when the client
accepts a job that requires it. Paynents may be made

i ncrenentally, as long as the maxi mum anount is not
exceeded.
Payment may be made for clothing as foll ows:
W/ WORKS Activity | RAPI DS Conponent Limtations
| oyment : FU, FB, FV, PB, PU, PV
S sjdj zed,
UnsubS|d|zed, Ful | - ll
or Parttinme
JO N JN
El P El $600/ Lifetine
Jobs ) VT
Ski |l I s/ Vocat i onal Payment limted to
Tr ng. groved tr I ni ng,
en upi f ornps. or
special clothing are.
required or to clothjng
appropriate tor a job
Job Search JO i ntervi ew.
Community Services CS, JR
CVEP cw ﬂ
W W Conpetitive CG
Grant
W W Formul a Grant FG
Edvgation - Col | ege CL, SE
Conti nued Support PL
Servi ces
I n-Service to W | W
Job Devel opnment/ JD/ JK
Ret enti on
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3. Tool s And/ Or Equi pnent

Tool s and equi pnment may be purchased when ther
verified offer of enploynment, the need for the t
has been verified by the _enployer and the enploy
does not furnish them The purchase of toﬂ/istirrg

eis a
ool s
erI
y a
S

. SO
be authorized for specialized tralning act
Verification of the cost nust be provided.

Paynment may be made for tools and equi pnent as

foll ows:

W WORKS Activity RAPI DS Conponent Limtations
Enpl oynent : FU, FB, FV, PB, PU, PV
Subsj dj zed,
Unsubsi dj zed, Full -
or Partti nme.
El P El
Jobs Skill s/ VT $1, 000/ Lifetine
Vocat i onal Trng.
W W Conpetitive CG ﬂ
G ant
W W Fornul a Grant FG
Education - Coll ege CL, SE
Only
Cont | nued Support PL
Servi ces
I n-Service to W I W
Job Devel oprment/ JD, JK
Ret enti on
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Dri vers/ Chauffeurs License

Payment may be nade for
| i cense as” follows:

a drivers and/ or

chauf f eur s

W/ WORKS Activity RAPI DS Conponent Limtati ons

Empl oyment : FU, FB, FV, PB, PU, PV ll

Subsi di zed,

Unsubsi di zed,

Ful | - or . .

Partti nme. $60/ Lifetine

JO N JN
Payment for W drivers
| 1 Cense and/ or chauffeurs

El P El | i cense
Paynment nust. not be

Jobs Skill s/ VT naée fromthis category

Vocational Trng. for he }est requi red due
to traffic violations

Educatlon ng HS, AB, LS, CL, SE or for classes required

School , BE, for DU convictions.

L|teracy, Col | ege)

Community Serviceg CS, JR

Job Search JO TT

CWEP CW

W W Conpetitive CG

G ant

W W Fornul a G ant FG

Conti nued Support

Servi ces PL

In-Service to W W

Job Devel opnent/

Ret enti on JD, JK
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5. Commer ci al
Paynment

may be made for a

Drivers License (CDL)

CDL as foll ows:

W/ WORKS Activity

RAPI DS Conponent

Limtations

|

Enpl oynment . Subsj di zed, | FU, FB, FV, PB, PU, PV . .
Unsubsi di zed, Full- or $300/ Lifetine
Partti nme.
Paynment mnust not be
El P El made. for the test
_ required due to
Jobs Skil| s/ VT traffic violations
Vocat i onal Trng. or for classes
o required for DU
W W Conpetitive G ant CG convi ctions.
W W Fornmul a Grant FG
Cont | nued Support PL ﬂ
Servi ces
I n-Service to W I W
Job Devel opnent/ JD, JK
Ret enti on
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Pr of essi onal License

A professional |icense may be paid for when required
to work in a specific occupation. The client nust
have a job offer, or the Wirker pust be reasonably
certarn that the client can obtain enploynent after

obtaining the |icense.

Pa
fo

ment
| ows:

may be made for

a professiona

| i cense as

W/ WORKS Activity

RAPI DS Conmponent

Limtations

S Iogne

sidiz
UnsubS|d
or Partt

ElIP
JO N

Job Skill s/
Vocati onal

na
ed,
I zed, Full-
i me

Trng.
W W Conpetitive
G ant

W W For nul a Grant
Educat i on- Col | ege

Cont | nued Support
Servi ces

In-Service to W

Job Devel opnment/
Ret enti on

FU, FB, FV, PB, PU, PV

El
JN

CG

FG
CL, SE
PL

W
JD, JK

|

$300/ Lifetinme

Paynment |imted to the cost
?ythe I cense when not
|ncluded|n the cost of the
course and obtainin the
|icense is part of

course conpletion.

|
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7. Rel ocati on

NOTE: Under no C|rcunstances ma
be made to assist a W
| ease buy-out paynent.

| ocated to a different
erent state when an off

has been verjfied.
ocation wthing the same

to one

A client nay be
State or a dif

unsub5|d|zed eanoY

may . be e

comut ne

| ess in

Itens as ? rental
vehl cl e, ood and

I|V|ng expenses In th
Payment may be nmade for

if

mad

VICInItK whe n t he nD
g tl ro

or mal rafflc

er

ces the client’s us
an one hour

The Paynent

for veI |n|t|al

wemaowmm mea
rel ocation expenses as

Limtations

fol l ows:
W/ WORKS Activity | RAPIDS Conponent
Enpl oynment : FU, PU
Uﬂgubgld!zed, Ful | -
or Parttine only
W W Conpetive Grant CG
W W Conpetive G ant FG
Educati on- Col | ege CL, SE
Cont | nued Support PL
Servi ces
| n-Service to W I W
Job Devel opnent/ JD, JK
Retenti on

|

$1, 500/ Li fetime

1
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Transportation

Paynments are made to a client who is beginning to
participate in an activity to assure that trans-
portation is not a barrier. A prepaynent for trave
requires an estimate of the daily mleage for two
weeks.

Transportation paynments may be authorized only if
expenses have been incurred or are reasonably
expected to be incurred.

General limtations, in addition to those in itemB
above, are as follows. Limtations specific to an
activity are shown in the chart bel ow

- Clients who nust travel one mle or less to
their place of enploynent or other participation
site are not eligible for paynent. |In making
this determ nation, consideration nust be given
to the distance traveled to deliver children to

day care.

- Those who ride school buses or other conveyances
w t hout cost are not eligible for transportation
payments for the days such conveyances are used.

- Those who use public transportation are
rei mbursed for the actual cost of the service.

- When clients share private transportation, only
t he owner of the vehicle is entitled to a

payment. However, if the owner of the vehicle

charges the other passengers, the passengers may
be rei nbursed for their charges. Menbers of the

owner’s AG may not be reinbursed when traveling
In the same vehicle.

NOTE: If the owner of the vehicle charges his
passengers for transportation, the amount he
receives is counted as unearned inconme to the
owner .

- Those who use a private vehicle are reinbursed
as foll ows:

2-40 m | es/ day $5. 00/ day
41 + mles/day $8. 00/ day
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Paynment may be made for transportation as follows:

W WORKS ACTI VI TI ES

RAPI DS Conponent

Limtations

N A PD Payment is limted to
t hose who are required
to attend testing and/
or orientation to an
activity.

Enpl oyment : FU, FB, FV, PB, PU, PV

Subsi di zed,

Unsubsi di zed,

Full - or

Partti ne.

JO N IN

$200/ nont h

El P El

Jobs Skill s/ VT

Vocati onal Trng.

Educati on AB, LS, HS, CL, SE

Communi ty CS, JR

Servi ces

Job Sear ch JO

CV\EP Ccw

W W Conpetitive CG

G ant

W W Fornmul a G ant G

Conti nued Support

Servi ces PL

I n-Service to W

Job Devel opnment/ W

Ret enti on

JD, JK
189 - 189B - 206
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9. Vehi cl e Repair

NOTE: A client who signs a | ease-purchase agreenent
wth a W WHEELS vendor is not eligjble for support
servi ce paynment of 1 psurance or ve |cIe repair ftor

the duration of the | ease agreenent.

tires, nmuff|lers or brakes necessary
ﬁss a Sta}e |nspec}|on State 1 nspectiop

Fa nent can be made for itens such as, but not
to
st ers and

I cense plates may al so be purchased.

Payment may be made for vehicle repair as follows:

W/ WORKS Activity RAPI DS Conponent imtations
| oypent FU, FB, FV, PB, PU, PV
SnB3|d|zed,
Unsubsi di zed, Full -
or Parttine.
JO N JN $1, 500/ Li feti me/ AG
ElP El Funds nust not be. used

to purchase a vehicle.
CVEP Ccw
The vehicle to be
VT rePalred must be

Jobs . .
Skill s/ Vocati onal or leased in

Tr ng. t he name of ap adult
I ncluded in the AG
Job Search JO The vehicle may be
jointly owned as Ion
as an adult in the A
W W Conpetitive CG I's one of the ol nt
Grant owners. Vehicles
| eased through
W W Fornul a Grant FG W WHEELS do not
_ qualify for vehicle
Edngatlon - Col | ege CL, SE repair:
¥ be. used to B
Cont | nued Support PL driver d cation
Servi ces for those mnt hout a
driver’s |license.
I n-Service to W I W
Any suPport serV|ce
Job Devel opnment/ JD, JK paynment plus ot her
Ret enti on vai | abl e resources
or re alrs must nake
NOTE: The $1, 500 the vehicl e roadwort hy

|imt applies to theg
AG not each adult
the AG. Moire
than 1 car may be
repalred and paynent

Kalf of nnre t han
one adult, as lon
as the ampunt doe
not total nore than
$1, 500/ AG.

t he val ue of the
Icle I's not greater
t he cost t o nmake

LS
=

avin ayment  nmade
epalg Phe vehi cl e.

surance i s not paid
der this

tegory. TT

oc— “foTO T —
Y55 oo S~
m

189 - 189B - 206
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10.

Vehi cl e | nsurance

Paynment

fo

| ows:

may be made for vehicle insurance as

W WORKS Activity

RAPI DS Conponent

Limtations

Enpl oynment :
Subsi di zed,
Unsubsi di zed,
or Part-tine.
JO N

ElIP

CWEP

Job Skills/
Vocat i onal
Job Sear ch

G ant

Only

Servi ces

Ret enti on

Ful | -

Tr ai ni ng

W W Conpetitive

W W Formul a G ant
Educati on- Col | ege

Conti nued Support

| n-Service to W
Job Devel opnment/

FU, FB, FV, PB, PU, PV

JN
E

JO
CG

FG
CL, SE

PL

I W
JD, JK

J

$500/ Li fetime

The vehicle for
whi ch i nsurance
must be titled or
| eased in the
name of an adult
i ncluded in the
AG. The vehicle

s pai

may be jointly

owned as | ong as

an adult in the
AG is one of the joint
owners. Vehicles

| eased

under W WHEELS

do not qualify.

N
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11. DU O fenses

Paynment may be made for costs related to reinstatnent
drivers |licenses which have ubs
Al | owabl e expenses include, but are not limte

abuse.

been revoked

to: DU classes, licenses reinstatenment fee, new

| icenses, ignition interlock systens.

not be paid are:

Payment may be made for DUl - Rel at ed expenses as foll o\

Expenses t hat

fines, test for drug/al cohol use,
treatnent progranms, any other

medi call cost.

W/ WORKS Activity RAPI DS Conponent

Limtati ons

Enpl oyment : FU, FB, FV, PB, PU, PV

Subsi di zed,
Unsubsi di zed, Full- or
Part-tinme.
JO N JN
El P El
CVEP CwW
Job Skills/ o VT
Vocati onal Training
Job Search JO
W W Conpetitive G ant CG
W W Formul a Grant G
Educati on-Col |l ege Only
. CL, SE

Cont i nued Support
Servi ces

PL
I n-Service to W
Job Devel opnment/ | W
Ret enti on

JD, JK

J

$500/ Lifetime

The client nust

be enrolled in and
attending a

subst ance abuse

treat nent Brogram
conducted by a
certified treatnent
speci alist. However,
treat ment cannot

be paid.

See openi ng paragraph
for the kinds of
costs that may and
may not be paid.

Payment |limted to
costs related to 1
of fense only. Al
pai d costs st be
related to the sane
of f ense.

Paynment for lgnition

Interlock is Nmted
to the initial DW
fee and 3 nonths of
servi ce.

l
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12. GED Achi evement

Bonus

NOTE: This is not a support service paynent.

Any active W/ WORKS reci
exam nation is eligible

f ol

or

i ent who passes the GED
an achi evenent

bonus as

W/ WORKS Activity

RAPI DS Conponent

Limtations

Applies to any active
prMORKS_reci%ient
who obtai ns a GED

NOTE: This does_ not
apply to obtaining a
hi gh” school di pl oma.

FU, EB, FV, PB, AB,
PU, PV, JN, JO, _EI
CW VI, CG FG

y

$200/ Lifetinme

Paynment may be nmade
only to those active
reci pients without a
hi gh school di pl om or
equi val ent, who pass

t he GED exam nat 1 on.

It is not necessary to
wait until the GED

di pl oma i s issued.

Parents who are under
age 18 and

unemanci pated at the
time the GED examis
passed are not
eligible for this
bonus, since they
nmust attend school

in order to remnin

el igible.

Fl at-rate

required,
i ncrenent al

N

paynent
0
paynments.

220 - 224 - 249
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13. Six-month Job Retention Achi evement Bonus

NOTE: This is not a support service paynent.

An achi evement

enpl oynment as foll ows:

bonus is paid for retaining

W/ WORKS Activity

RAPI DS Conponent

Limtati ons

N A

PL

$100

Ful | -ti
is defin
hr s/ np.

h
enpl oyment
d gg 160
r nore.
There is no limt on
t he number of tines
an AG can be cl osed

and still qualify for
this bonus.

The person enpl oyed
is not required to be
wor ki ng for the sane
enpl oyer as when the
AG was cl osed. Any
full-time enpl oynent
qual i fies.

There is no m ni
earni ngs |evel t
qualify for this
bonus.

mum
o

220 - 224 - 249
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CORRECTI NG THE SUPPORT SERVI CE CHECK AMOUNT

When the Worker discovers that a support service paynent
has been requested for |ess than was intended, an
addi ti onal paynent for the difference is requested on
RAPI DS screen Bl RQ.

SUPPORT SERVI CE CHECK RETURNED BY THE CLI ENT TO THE
LOCAL OFFI CE

For any support service check returned to the | ocal
office, the Worker nust conplete an ES-14, attach the
check and mail both to the Check Control Unit. The Unit
di sposes of the check according to the instructions on

t he ES-14.

SUPPORT SERVI CE CHECK RETURNED BY THE POST OFFI CE TO THE
STATE OFFI CE

Upon recei pt of a check returned by the Post Ofice, the
Check Control Unit notifies the appropriate county

Wor ker by a RAPIDS-generated alert. The Worker nust
determ ne the appropriate disposition of the check.

Once the disposition of the check is determ ned, the
Check Control Unit nust be notified pronptly.

LOST, STOLEN OR DESTROYED SUPPORT SERVI CE CHECKS

A check is considered |ost when a client reports that a
correctly addressed check was not received or that it
was received but stolen, lost or accidentally destroyed.

The Worker must verify that the payee’s address is
correct in RAPIDS and that the check has been witten.

To ensure that the check is not delayed in the mail, no
repl acement action is taken until 5 days (Sundays and
mai | hol i days excluded) after the check was nmil ed.

Form DF- 36, Lost Check Affidavit, nust be conpleted to
initiate the replacenment process. A notary seal or
stanp is preferable, but only required when the formis
notari zed outside of W. The Worker prepares an
original and three copies of form DF-36, Lost Check
Affidavit. Each copy nust have an original signature.
A copy of the formis filed in the case record. The
Wor ker conpl etes screen BIWS to indicate the reason for
st oppi ng paynent of the check.

The DF-36 is then submtted to the Check Control Unit.
The Worker nust explain to the client that if he
receives or finds the |ost check, he nust imediately

220 - 224 - 249
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notify the Worker. The Check Control Unit enters into
RAPI DS the date the DF-36 is received and conpl etes
screen BIPL to issue a replacenent check.

If a client reports a |lost check and is issued a

repl acement, then finds, cashes and spends the original
check, the Worker will be notified of this by the Check
Control Unit. The client is expected to reinburse the
Departnment. |If the client does not reinburse the
overpaynment, he is ineligible for future replacenent
checks.

RECOUPMENT OF SUPPORT SERVI CE PAYMENTS

Recoupnment of support service overpaynents is
acconpl i shed by adjusting subsequent support service
payments. When adj usting subsequent paynents is not
possi bl e, the Worker nust contact the client to request
repaynent. If the paynent is returned, it is sent to

t he Check Control Unit with an ES-14. It is necessary
to identify such returned paynents by indicating “WI” in
t he upper right corner. Do not include an account
number for deposit of the funds.

189 - 189B - 249
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