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1.4

FOOD

Thi s
ongoi

A

STAMP APPLI CATI ON PROCESS

Section describes the process for determning initial and
ng eligibility for the Food Stanp Program

APPLI CATI ON FORMS

The OFS-2 is used for applications. However, in addition to
the circunstances cited in Section 1.3, F there are tines when
an AG may reapply for Food Stanps w thout conpleting a new
form

- If the AGfails to provide the verifications requested
on the verification checklist within the specified tinme
limt, and the application is denied, the AG nust be
given an opportunity to have its eligibility established
for up to 60 days fromthe date of application w thout
conpletion of a new form

If the client brings in the verifications before the 60-
day period has expired, the Wborker determ nes the AG s
eligibility based on the application, noting in Case
Comment s any changes whi ch have occurred since the form
was conmpleted. |If the application is approved, Food
Stanp benefits are not retroactive to the date of
application because the approval delay was the fault of
the client. Benefits are issued fromthe date the
client provides the verification.

EXAMPLE: An application for Food Stanps was nmade on
Novenber 1. A verification checklist was issued
requiring verification of income by Novenber 30. The
verification was not provided by this date, but the
client brought it in Decenber 5. No new OFS-2 is
required since the client reapplied within 60 days of
the date of application. However, if the client is
el igible, Food Stanps are issued from Decenber 5.

These procedures also apply when the case is cl osed
because of failure to provide needed verification at the
time of redeterm nation, and a reapplication is nade
within 30 days of the date the OFS-2 or CAF for
redeterm nati on was signed.

NOTE: |If an active W WORKS case, also certified for
Food Stanps, is closed and there is enough information
to continue the Food Stanp certification, benefits are
continued with no interruption. A new application nust
not be required. See Chapter 2.
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- Categorically Eligible AGs, as defined in itemR, 3, do
not require a new formwhhen all of the follow ng
condi tions are net:

. There is a W WORKS application pendi ng; and
. Food Stanp benefits were denied; and

. Subsequent to the denial, they are detern ned
eligible to receive W WORKS; and

. The AG is otherwi se Categorically Eligible.

The Worker provides benefits using the original
application and any other pertinent information provided
subsequent to that application. Benefits are paid from
the date for which W WORKS eligibility is established
or the date of the original Food Stanp application,

whi chever is later. Changes nust be recorded in CMCC.

- When an individual’s Food Stanmp work requirenment penalty
expires, or he becones exenpt, he is added to the AG
wi t hout having to conplete an application, unless he is
the sol e AG nenber.

- When an ineligible ABAW begins a new 36 nonth cl ock,
beconmes exenpt, or the county he resides in beconmes on
NI LC, unless he is the sole AG nenber.

- VWhen the case is closed for failure to return the ES-
FS-2 as a 12-nonth review (See Section 2.2,B), an OFS-2
i's not required when the conpleted ES-FS-2 is returned
by the | ast day of the 13th nonth.

B. COVPLETE APPLI CATI ON
When t he applicant signs an OFS-2 or OFS-5 which contains, at
a mninmum his nanme and address, his application is conplete,
and nust be acted upon.
An application is considered inconplete when the applicant
chooses not to sign the OFS-2. When this occurs, it is a
wi t hdrawal and appropriate data system action and client
notification must be conpleted. The recording in Case
Comments nust specify that the client did not want to sign
the application and the reason for his decision. The client
shoul d al ways be encouraged to sign the application to avoid
a m sunderstanding that he was denied the right to apply.
57 - 61 - 109 - 118 - 169
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C.

DATE OF APPLI CATI ON

The date of application is the date the applicant signs an
OFS-2 or OFS-5 which contains, at a mninum his name and
addr ess.

NOTE: \When the applicant has conpleted the interactive
interview and there is a technical failure that prevents
printing the OFS-2, Form OFS-5 nust be signed by the
applicant Form OFS-RR-1 nust al so be conpl eted and si gned.
He nmust not be required to return to the office to sign the
OFS-2 when an OFS-5 has been signed.

When a new OFS-2 is not required, the date of application
depends on the situation. See item A above.

I NTERVI EW REQUI RED

An interview is required when an OFS-2 is required. See item
A above and Section 1.3 for situations when an OFS-2 is not
required.

WHO MUST BE | NTERVI EVED

Any adult nmenber of the AG may be interviewed and sign the
OFS- 2.

EXCEPTION: If there is no nenber of the AG age 18 or over,
any menber may apply.

An adult non-AG nmenber may participate in the interview as an
aut hori zed representative/information provider of the AG
Thi s individual nmust be designated in witing by a
responsi bl e menber of the AG and nust have sufficient

know edge of the AG s circunstances to provide the necessary
i nformation.

The AG must be infornmed that it is responsible for repaynent
of any overissuance caused by erroneous information provided
by the authorized representative/informati on provider.

The RD or CSM may di squalify an authorized representative for
up to one year, provided there is evidence that the

aut hori zed representative has commtted any one of the
follow ng of fenses:

- M srepresenting an AG s circunstances; or
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- Knowi ngly providing false informati on about the AG or
- Usi ng Food Stanps benefits inproperly.

The Worker nust send witten notification to the affected AG
and the authorized representative 30 days prior to the date
of the disqualification. The letter nust include: the fact
that disqualification of the authorized representative is
proposed, the reason for the action, the AGs right to a Fair
Hearing, the tel ephone nunber of the office and the nane of

t he person to contact for additional information.

This disqualification provision does not apply to drug and
al coholic treatnent centers and GLF's which act as authorized
representatives for their residents.

WHO MUST SI GN

More than one signature is never required for a Food Stanp
application.

If an applicant for, or recipient of W WORKS is applying for
Food Stanps, Food Stanp benefits cannot be denied solely
because of the absence of the two signatures required for W
WORKS. The rul es governing who nust sign are the sanme as

bel ow.

The individual who is interviewed signs the application. |If
nore than one individual is interviewed, both may, but are
not required, to sign

G CONTENT OF THE | NTERVI EW
Al l Food Stanp applicants nust be screened for Expedited
Service on the day the application is made, whether the
client is applying for Food Stanps only or Food Stanps in
conmbi nati on with any other Program
NOTE: The applicant may bring any person he chooses to the
i nterview
Al'l individuals who apply for Food Stanps are interviewed in
a face-to-face contact, unless the application is taken by
SSA, or unless the Food Stanmp applicant requests the office
I nterview be waived due to the foll ow ng:
- He is unable to appoint an authorized representative;
and
70 - 169 - 265
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There is no AG nenmber able to conme to the office because
of transportation difficulties or simlar hardships.

Har dshi p conditions include, but are not limted to,

i1l ness, care of a benefit group nenber, hardships due
to residence in a rural area, prolonged severe weat her,
wor k or training hours which prevent participation in an
of fice interview

In this instance only, the intake interview may be
conducted by tel ephone. It is an option to conduct the
I ntake interview by a schedul ed honme visit.

In addition to the responsibilities in Section 1.2, the
Wor ker has the follow ng additional responsibilities
during the intake interview

Explain all aspects of the Food Stanmp Program i ncl udi ng
application processing tine limts, basis of initial and
ongoi ng i ssuance, nethod of issuance, date benefits
shoul d be received, how to use the Food Stanps.

Explain the client's option to use the SUA or actual
utility costs.

Explain 6 nonth certification for earned income cases
with no W WORKS nmenber in the AG

Expl ain the Departnment's enploynent prograns and the
requi renments for keeping job/training appointnents,
accepting enploynment or training, registering for FSE&T
and the consequences for failing to conply with the
requi renents.

When appropriate, explain the definition of an ABAWD,
the time limts, the work requirenments and exenpti ons.
See Section 9.1, A

Explain the foll ow ng about EBT:

That Food Stanp benefits will be deposited into an
EBT account and accessed with an EBT card

When the first card and PIN will be received and that
the first card nust be activated prior to use

When the benefits will be available in the account
The i nmportance of choosing an authorized

cardhol der who can al so access EBT account

NOTE: For EBT, the AG may have an aut horized cardhol der
to spend benefits fromthe AG s EBT account. There is
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not a separate case or EBT account, but the authorized
cardhol der has a separate EBT card with his own Personal
I dentification Nunber (PIN) and uses the card to spend
benefits fromthe AG s EBT account in the sane manner as
the AG s payee. The authorized cardhol der and the

aut hori zed representative/information provider may be
the same or different individuals, at the discretion of
the AG s payee. See Section 1.4, T.

. Services which are available by calling the Automated
Response Unit (ARU) or by talking with a Custoner
Service Representative (CSR). These services include,
but are not limted to, activation of a new card,

i nactivating a | ost/stol en/damaged EBT card, obtaining a
new or different PIN, cancellation of an authorized
cardhol der or checki ng an account bal ance.

. That during the inplenmentation period for EBT, the EBT
benefits may be converted to coupons if the client noves
to a non-EBT area and cannot access his Food Stanp

benefits.

H. DUE DATE OF ADDI TI ONAL | NFORMATI ON
Addi tional information is due 30 days fromthe date of the
ES-6 or verification checklist.

l. AGENCY TIME LIMTS
Data system action nust be taken and, if eligible, the client
must receive his first Food Stanps within 30 days of the date
of application, unless Expedited Service applies.
See item O

J. AGENCY DELAYS
| f, because of an agency error, an application has not been
acted on within the required tinme limt, corrective action
must be taken imedi ately.
It is arequirenent that the ES-6 or verification checkli st
be given to applicants no later than 30 days after the date
of application, if one is required. |If the agency failed to
request the necessary verification, the Wrker nust
i mmedi ately send an ES-6 or verification checklist to the
applicant and note that the application is pending.
VWhen the information is received, benefits are retroactive
to the date of application.
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When the client fails to appear for a schedul ed intake
interview, the Worker nust reschedule the initial interview
within 30 days follow ng the date of application.

If the agency failed to act pronptly on the information

al ready received, benefits are retroactive to the date
eligibility would have been established had the agency acted
in a timly manner.

EXAMPLE: Application was nade November 2. The pending

i nformation was received Novenmber 17, but the Worker

overl ooked the application until Decenmber 17. It was
processed on Decenber 17 when the Worker discovered the
error. The client was found eligible. The client is issued
benefits retroactive to Novenber 2.

PAYEE

The term payee identifies the person to whom benefits are
I ssued.

For EBT purposes, certain informati on about the RAPIDS
primary person is sent automatically to the EBT vendor in
what is called a denmographic record. This information is
used to set up the EBT account, mail the EBT card and to
identify the payee and authori zed cardhol ders for security
card repl acenent procedures. The card is sent to the primary
person. A primary person who is not a payee is issued an EBT
card as an authorized cardholder. See itemT.

REPAYMENT AND PENALTI ES
1. Repaynent

When there is an outstanding claim the Worker initiates
a referral to IFMin RAPIDS upon approval.
See Chapter 20.

2. Penal ti es

| ndi vi dual s who have committed an Intentional Program
Violation (IPV) are ineligible for a specified tine,
det erm ned by the nunmber of previous |PV

di squalifications. See Chapter 20.

The Worker nust determne if any nmenber(s) of the
appl i cant AG has been disqualified and the |ength of
the disqualification period. See AIIP in RAPIDS
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BEG NNI NG DATE OF ELIG BI LI TY

The beginning date of eligibility is the date of application.
Benefits for the initial nmonth are prorated fromthe date of
application, over the nunber of days remmining in the nonth.

Initial month nmeans the first nonth follow ng any period of
time in which the AG was not participating.

EXCEPTI ON:. For migrant and seasonal farm workers, the
initial month is the first nonth follow ng any break in
certification of nore than 30 days.

If an AG applies in W/, but received Food Stanmps for the sane
nonth in another state, the beginning date of eligibility is
the first day of the month follow ng the | ast nonth of
recei pt fromthe other state.

NOTE: An ABAWD who | oses eligibility and beconmes eligible to
participate after case closure nust reapply and benefits are
prorated fromthe date of neeting the requirenent for
regained eligibility. The Exception above applies to ABAW
m grant and seasonal farm workers. See Section 1.3,F for
reapplications not requiring a new form

If the AGfails to provide the information requested on an
ES-6 or verification checklist within the 30-day tinme limt,
but provides it within 60 days of the original application
date, the date of eligibility is the date the information was
provided. See item A

REDETERM NATI ON SCHEDULE

The client’s certification period nust be the | ongest
possi bl e peri od, but nmust not exceed 24 nonths for AG s
in which all menbers are elderly or disabled and have
no earned i nconme and no W WORKS reci pient, or 12
nonths for all other AG s.

1. Establishing the Certification Period

The redeterm nati on schedule is based on the
foll owi ng guidelines:

S One Month: Very unstable circunmstances in
whi ch a change in inconme and/or AG
conposition is expected to occur frequently.
See 6 nonths for earned inconme AGs with no
W/ WORKS r eci pi ent.
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This includes Expedited Service cases which
apply prior to the 16'" of the nonth and do
not provide the necessary verifications prior
to approval .

S 2 Months: AG s eligible for Expedited Service
who apply on or after the 16'" of the nonth
and have verification postponed. See
Conbi ned | ssuance in Section 1.4,0,c.

S Up to 3 Months: AG s with no earned i ncone
and relatively stable circunstances, but
still subject to change.

NOTE: AG s eligible for a certification of three
nont hs or | ess have their certification periods
i ncreased by one nonth if they are approved after
t he 15'" day of the month of application. This
does not apply to Expedited Service cases which
have verification postponed, but does apply to

ABAV\Ds .

EXAMPLE: If an AG which is not eligible for
Expedi ted Service but is approved for a
3-nonth certification period applies in June
and is not approved until |ate June (after
the 15'") or early July, the certification
period includes June through Septenber.

AG s receiving an income deduction for paid
child support that have not established a 3-
nonth record of child support paynents are
certified for up to 3 nonths until a 3-nonth
paynent record is established. Once the
child support paynent record is established,
the certification period is based on the
appropriate criteria. This does not apply to
AG s which nust be assigned a 6-nonth
certification period.

An individual living in an | LC who neets the
ABAVWD definition and who is not working or
not exenpt as found in Section 9.1, A nust
have an initial certification period of no

| onger than 3 nonths. After the initial 3
nmont hs, the certification period is based on
i ndi vi dual circunstances.
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Up to 6 Months: AG s with no earned

i ncome or earned inconme which is excluded
and in which there is little |ikelihood
of change in unearned income and AG
conposition

6 Months: Al FS AGs with earned incone
whi ch is not excluded and no W WORKS
reci pient included in the FS AG nust be
certified for 6 nonths. Speci al
reporting requirenents apply. See
Section 2.2, B.

NOTE: When an AG in a 6-nonth
certification period reports the | oss of
non- excl uded earnings, the certification
period is not changed. At

redeterm nation, the AG is assigned the
appropriate certification period.

Up to 12 Months: AG s consisting
entirely of unenployed persons, or
persons age 60 or over, with stable
unear ned i ncone.

12 Months: When a FS AG contains a W
WORKS recipient, the FS redeterm nation
schedul e coincides with the W WORKS
redeterm nati on schedul e.

Up to 24 Months: AG s consisting
entirely of elderly or disabled adults
wi t hout earnings or with excluded
earni ngs. However, a contact nust be
made every 12 nonths. Form ES-FS-2
will be automatically mailed to the
client to acconplish the contact. See
Section 2.2,B.

Adjusting the Certification Period

Once a certification period is

establi shed, the Worker may | engthen it
when it is advantageous to the client,
or shorten it when an AG with earned

i ncome which is not excluded and has no
W/ WORKS reci pi ent beconmes subject to
6-nonth certifications. However,
certification periods can be | engthened
to no nore than 24 nonths for AGs in

57

- 61 -

109 -

118 -

169 -

173 - 265

10/ 02

31



W/ | NCOVE
MAI NTENANCE MANUAL

CHAPTER 1 -

APPLI CATI ON/ REDETERM NATI ON PROCESS 1.

4

which all nenbers are elderly or

di sabled with no earnings, or to no nore
than 12 nonths for all other AGs with
no earned i nconme or with excluded earned
i ncone.

A certification period my be shortened
only when an AG is converted to 6-nonth
certifications. The AG nust be given
advance notice. See Section 6. 3.

EXAMPLE: An AG with no incone is
certified for 3 nonths, as an AG nenber
IS waiting on a decision about being
awar ded RSDI based on disability. 1In

t he second nmonth of the certification
period, the RSDI is awarded and it is
determned the AGis still eligible for
Food Stanps. The certification period
I's extended another 9 nonths to equal a
total of 12 nonths, now that the AG s
circunstances are stable.

EXAMPLE: Sane situation as above, except
t hat the AG nmenber awarded disability is
the only nmenber of the AG The
certification period is extended 22

nont hs, for a total of 24 nonths.

EXAMPLE: An AG wi t hout any non-excl uded
earnings is certified for 3 nonths. In

t he second nmonth, prior to adverse
action, the AG reports recei pt of earned
income. Since it is now an AG with non-
excl uded earned inconme, the certification
period nmust be extended to 6 nonths. The
extended certification period starts the
nonth the change is effective.

EXAMPLE: An AG wi t hout any non-excl uded
earnings and no W WORKS recipient is
certified for 12 nonths. The
certification period begins January 2001
and ends Decenber 2001. In April 2001,
after adverse action deadline, the AG
reports the onset of non-excluded earned
incone. The AGis placed in a 6-nonth
certification period and notified that
the certification period has been
shortened. The 6-nonth certification
period begins June 2001 and ends Novenber
2001.
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EXAMPLE: An AG wi t hout any non-excl uded
earni ngs and no W WORKS recipient is and
conposed of aged and/or disabl ed

I ndividuals and is certified for 24
nonths. In the 19" nonth the AG reports
the onset of non-excluded earnings.
Changes in the benefit are nmade, but they
are still subject to a redeterm nation in
the 24t" nonth. Extending the AGto a 6-
nonth certification period would exceed
the statutory 24-nonth limt.

EXPEDI TED PROCESSI NG

NOTE: It is possible for a client to qualify for Expedited
Service at any tinme during the application process.

Expedited Service is the termused for special procedures in
processing applications neeting specific requirenents. The
requi rements and procedures follow.

1. Eligibility Requirenments
The follow ng groups of cases are eligible for

Expedi ted Service provided all other eligibility factors
are net. They are:

- Those whose nonthly gross inconme is |less than $150
and whose |iquid assets do not exceed $100.

- M grant and seasonal farm worker AG s which have
been determ ned Destitute, as defined in Chapter
10, and whose liquid assets do not exceed $100.

- El i gi ble AG s whose conbi ned nonthly gross non-
excluded income and liquid assets are less than the
AG s nonthly paid and unpaid shelter and utility
costs.

There is no limt to the number of tinmes an AG nay be
certified under expedited procedures, as |long as, prior
to each expedited certification, the AG either conpletes
the verification requirenents that were

post poned at the |ast expedited certification, or was
certified under normal processing standards since the

| ast expedited certification.
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EXAMPLE: M. A was due for redetermnation in April.
He kept his schedul ed appoi ntment and continues to be
eligible. He is not eligible for Expedited Service
because his normal issuance cycle continues.

EXAMPLE: M. B applies for Food Stanps on May 1 and is
found eligible for Expedited Service. He is certified
for one nmonth only and verification is postponed. He
reapplies on May 12 for June. He provides all
verification that was postponed fromthe previous
expedited certification. He has $0 incone and is
eligible beginning in June. He qualifies for Expedited
Servi ce because he provided the postponed verification
fromthe previous expedited certification.

2. Screening for Expedited Service

Each applicant nust be screened on the date of
application for eligibility for Expedited Service

whet her or not the applicant requests this service.

In addition, an Expedited Service eligibility decision
must be made on the date of application.

If, for any reason, an AGis not identified on the date
of application as being eligible for Expedited Service,
or is not eligible at that tine, and the Wbrker
subsequently discovers that the AGis entitled, the

Wor ker provides Expedited Service as if entitlenment had
been established on the date of application. However,
the time limts are calculated fromthe date the Worker
di scovers the entitlenment, not fromthe date of
application.

AG s requesting, but not entitled to Expedited Service,
have their applications processed according to normal
st andar ds.

The OFS-2 or CMCC nust show that the application was
screened for Expedited Service and the justification for
t he Worker's decision at application. Any changes in

t he original decision are recorded on CMCC.

3. Vari ations In Usual Procedures
AG s which qualify for Expedited Service are entitled to

recei ve faster service. To ensure faster service, sone
exceptions to standard procedures apply.
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b.

Verification/ Wrk Requirenents

Only verification of identity is required prior to
approval. Verification of eligibility requirenments
Is tenporarily waived, unless it can occur within
the Expedited Service time frame. This does not
nmean that eligibility requirenments are waived prior
to approval, only that the routine verification of
themis postponed. This also applies to the
verification of and the application for an SSN.

Al'l reasonable efforts nust be made to neet al
routine verification requirenents prior to
confirmation

See Chapter 4.

Post poned verification must be received prior to
t he second issuance.

EXCEPTI ON:  Conbi ned i ssuance procedures require
verification be received prior to the third
I ssuance.

If the applicant is able to verify identity,
before, or at the sanme tinme, the additional
information for which the case was pending is
recei ved, procedures for Expedited Service apply.
The client also qualifies for Expedited Service if
the verification of identity is received at the
sane tinme the pending information is received. In
addition, if the pending information is received,
but not acted on, and then the verification of
identity is received, Expedited Service procedures
are appropriate. This nust be explained to the
client.

Prior to approval, the non-exenpt individual (s)

who conmpl etes the application process is subject to
the work requirenments that apply at application.
The Worker nust also attenpt to have all other non-
exempt individuals in the AG conply with the work
requi rements prior to approval. When this is not
possible within the Expedited Service tinme frane,
all other non-exenpt individuals nust conply with
the work requirenments by the second issuance.

EXCEPTI ON: Combi ned i ssuance procedures require
conpliance prior to the 3rd issuance.

Tinme Limts
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Federal regulations require that Food Stanps be
received by an eligible Expedited Service AG no
| ater than the close of business on the seventh
cal endar day followi ng the date of application.

To ensure this happens, all Food Stanp applications
must be screened for Expedited Service on the date
of application.

The deci sion about when to confirmthe approval is
left to each county based on the follow ng factors:

- Food Stanps are nmailed fromthe State Ofice
the day after entry of information into
RAPI DS.

- The length of time for receipt of Food Stanps
mailed to clients fromthe State Ofice
depends on the US mail .

- No special considerations are all owed for
weekends or holidays. The client nust
receive benefits no later than 7 cal endar
days after the date of application.

- If eligibility is overl ooked on the date of
application or the client subsequently
beconmes eligible, data system acti on nust be
taken on the sane date the Worker discovers
the client is eligible.

S VWhen benefits are issued into an EBT
account, consideration nust be given to
the length of time to receive an EBT card
and PIN, if the AG does not al ready have
one or both. The EBT card is nmailed the
day after entry of information in RAPIDS
and the PINis mailed within two days
after the card.

The intention of the Expedited Service policy is to
provi de assi stance quickly. When an uncontroll able
situation forces a delay, the application nust be
processed as soon as possible. A recording nust
substantiate the reason any expedited approval was
not confirmed tinmely.

C. Conbi ned | ssuance
When a Food Stanp applicant neets all the follow ng
169 - 173 - 200 - 225 - 265
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criteria, his first prorated CA and first full CA
must be issued at the sanme tine.

- The client applies for an initial nonth's
benefits. Initial nmonth is defined as the
first month for which the AGis certified for
Food Stanps follow ng any period of tine
during which the AG was not certified.

- Application is nade on or after the 16th of
t he nonth.

- The client is eligible for the initial nonth
and t he next subsequent nonth.

- The client is eligible for Expedited Service.

To reduce the tinme period between the receipt
of the Combi ned Issuance and the third

nont h's i ssuance, the approval nust be
confirmed on the first working day of the
third month if the client continues to be

el i gible.

The policy regardi ng Conmbi ned | ssuance
applies when the applicant is also a W WORKS
applicant. The procedures used to acconplish
t he Combi ned |Issuance nmust not delay the
processi ng of W WORKS AG s.

The client nust be told during the intake
interview that his Conbi ned | ssuance nust

| ast until his next issuance is received and
the date his next issuance will be mail ed.
He nust also be told that no additional Food
St anps are avail abl e should he use them all
prior to receipt of the next issuance.

RAPI DS notifies each client who receives a
Conbi ned | ssuance.

P. CLI ENT NOTI FI CATI ON

See Chapter 6. In addition, for Expedited Service the

ES- FS-15, Notification of Denial of Expedited Service nust be
used for each Food Stanp applicant who requests Expedited
Service, but does not qualify for it. The ES-FS-15 is a

Wor ker -requested notice in RAPIDS. When possible, the ES-FS-
15 nust be given to the client at the intake interview. The

57 - 61 - 109 - 118 - 169 - 173 - 225 - 265
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case record nust indicate that an ES-FS-15 was given.

A recording in CMCC is sufficient for those cases approved
for Expedited Service and those cases not requesting
Expedi t ed Servi ce.

Q DATA SYSTEM ACTI ON

Each application requires data system action to approve, deny
or withdraw.

R. SPECI AL CONSI DERATI ONS
Speci al considerations are outlined bel ow.
1. Joint SSI/FS Application/Redeterm nati on Process

SSA of fices accept Food Stanp applications for pure SSI

AG s and forward themto the county office. The date of
application is the date the SSA/DHS-1 was signed at the
SSA of fi ce.

A pure SSI AGis one in which all nenbers of the AG are
either recipients of, or applicants for, SSI on the date
application is made.

a. SSA Responsibilities

- I nformeach client in a pure SSI AG that he
may apply for Food Stanps at the SSA or the
county DHHR Office, and that service my be
faster if they choose to apply at the DHHR
office. |If the client prefers to apply at
the DHHR Office, SSA provides himw th the
address and tel ephone nunber of the
appropriate office.

- Assist the client in conpleting form SSA/ DHS-
1.

- Informthe client to contact the county
of fice about the status of his application.

- If the AG qualifies for Expedited Service,
informthe applicant that the AG nay receive
t hese benefits faster if he applies at, or
delivers the application to, the county
of fice.
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Forward the SSA/DHS-1 to the county office
wi t hi n one wor ki ng day, follow ng

procedures worked out between the CSM and the
SSA contact person. See Section 1.2,N

Conpl ete an SSA/DHS-1 for a redeterm nation
when the client requests this service. SSA
may initiate this action. Since SSA accepts
the client's statenent that his case is due
for redeterm nation, the county office may
receive, SSA/DHS-1 for persons who are not
actually due for redeterm nation. The county
of fice conpletes the redeterm nati on when the
SSA/DHS-1 is received, whether it is due or
not .

A redeterm nation is indicated by
Recertification witten in red at the top of
t he SSA/ DHS- 1.

Al l procedures and tine limts which apply to
applications accepted by SSA, apply to
redeterm nati ons accepted by SSA.

b. Wor ker Responsibilities

Screen and, if eligible, process the
application for Expedited Service.

NOTE: The date of application for the
Expedited Service time limts is the date the
application is received in the county office.

Screen the SSA/DHS-1 to determne if further
information i s necessary.

If the formis inconplete, any needed

i nformation nust be supplied by the client.
The formis not returned to SSA, and, under
no circunmstances, is the client required to
visit the county office for conpletion of the
form The client can be requested to visit
the office, but the application cannot be
deni ed sol ely because he does not. Needed

i nformati on may be obtai ned by tel ephone,

mai |l or home visit.

If verification not provided by SSA is
needed, the Worker nust notify the client of
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the required information within 3 working
days of the date the application is received
from SSA.

- Process according to normal procedures if the
AG does not qualify for Expedited Service.

- Process any SSA/DHS-1's conpl eted as
redeterm nati ons the sane way applications
are handl ed.

C. QA Errors

If an error is a result of information supplied by

SSA, it is not included in the county's error
rate. However, if SSA supplied the correct

i nfformati on and the Worker failed to take the
appropriate action, the county is charged with the

QA error.
2. Mai |l -1 n Food Stanp Applications

If the client calls to request an application be mailed
to him the Worker nmust screen the client for Expedited
Service over the tel ephone and advise him of his
potential eligibility.

The Worker schedules an interview no |later than 5
wor ki ng days after the OFS-2 is received. The interview
can be schedul ed by tel ephone or by letter.

If the applicant does not keep the appointnent:

- A second appoi ntnent is schedul ed w thout
consi derati on of good cause.

- If the second appointnent is not kept, and the
client does not request a change in the time or
date, the application is denied.

- If the applicant keeps the appointment for the
I nterview, procedures for the intake interview and
appl i cation processing apply.

3. Categorical Eligibility

Categorical Eligibility may be determ ned at any tine as
|l ong as the eligibility requirenments are mnet.

169 - 173 - 235 - 265
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(2)

Who I's Eligible
(1) Mxed AG s.

VWhen an AG has a | east one nmenber who is authorized
to receive benefits fromthe foll ow ng prograns,
the AGis categorically eligible. Authorized to
receive neans the AGis coded in the data system as
active for a benefit whether they are receiving it
or not.

EXAMPLE: A W WORKS case was closed 5 nonths ago
but is still enrolled in WP as the AGis stil
eligible for support service paynents. The AG | ast
received a paynent 4 nonths ago, but is still
categorically eligible.

EXAMPLE: A W/ WORKS case is closed for the third
sanction in June. In July, the AG applies for
W/SCA and is eligible. The AGis categorically
eligible fromJuly through COctober, when the

cl ot hi ng vouchers expire.

The TANF-funded prograns and the tinme period for
which an AG is categorically eligible are |listed
bel ow.

- W WORKS: Any nonth for which benefits are
recei ved

- DCA: 3 nonths beginning with the nonth of
approval

- Support Service Paynents: As |long as actively
enrolled in Wrk Prograns (W)

- SCA and WSCA: Until the voucher expiration
dat e

Pure AG s

When the AG contains only recipients of SSI, or SSI
and one of the TANF-funded benefits above, the AG

is categorically eligible. This also includes the
foll ow ng:

- Persons determ ned eligible for SSI even
t hough benefits have not been paid yet.
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- Persons determ ned eligible, but who receive
zero benefits, such as:

. SSI recipients whose benefits are
wi t hhel d for repaynent

. Persons whose SSI paynents are
suspended.

- The presence of any of the foll owi ng people
does not prevent the remaining AG nenbers
from being categorically eligible.

. Ineligible alien

. I neligible student

. Any individual disqualified due to
enuner ati on

. Any individual disqualified as a drug
fel on

NOTE: An SSI recipient who is convicted of a

fel ony drug offense as described in Section

9.1,A, 2,f, is ineligible to be included in a

Food Stanmp AG

b. Who I's Not Categorically Eligible

An AG is not categorically eligible in the
follow ng situations:

A person who is normally required to be a
member of the AGis disqualified due to an
| PV.

The AG refuses to cooperate in providing
i nformation necessary to make an eligibility
det erm nati on.
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- The AGis ineligible due to the striker
provi si ons.

- The AGis in a penalty for transfer of
assets.

C. Presumed Eligibility Requirenents

Once it is determ ned that an AG qualifies for
Categorical Eligibility, the following eligibility
requi rements are presumed to be net.

- Asset limt. The transfer of assets policy
is applied as appropriate.

- Gross inconme limt, when applicable
- Net inconme |limt

- Sponsored alien information

- Resi dency

- SSN i nformation

If any of the presunmed information is questionable,
it is verified. All other eligibility requirenments
of the Food Stanp Program are applicable to
categorically eligible AG s.

d. Speci al Processi ng Requirenents

The follow ng special processing requirenents
appl y:

(1) TANF Benefit Applicants

- To determne if an AGis categorically
eligible due to its status as a
reci pi ent of TANF-funded benefits, the
Wor ker may tenporarily postpone, within
the 30-day processing |imt, the Food
Stamp eligibility determ nation if the
AG is not eligible for Expedited Service
and appears categorically eligible.

235 - 265
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- The Worker nust not deny an AG t hat
could be categorically eligible until
the 30th day to determne if the AGis
eligible to receive a TANF-funded
benefit.

- Wor kers nmust be certain that the denied
application of a potentially
categorically eligible AGis easily
retrievabl e.

This applies to AG s that:

. Have an application for TANF-
funded benefits pendi ng; and

. Are deni ed Food Stanps; and

. Are | ater determ ned eligible for
TANF- f unded benefits; and

. Are otherw se categorically
el i gible.

The Worker rnust provide benefits using the
original application and any information
supplied later. Benefits are issued fromthe
date for which TANF-funded benefit
eligibility is established or the date of the
ori gi nal Food Stanp application, whichever is
| ater. The client cannot be required to
conplete a new OFS-2 or another interview.
The Worker may contact the

client to update the OFS-2 information by
mai | or by tel ephone.

(2) SSI Applicants

Persons who apply for SSI and Food Stanps at
the same time have Food Stanp eligibility
determ ned as any other AG until Categori cal
Eligibility is met.

SSI applicants who are deni ed Food Stanps,
must be informed in the denial notice of the
possibility of potential Categorical
Eligibility should they beconme SSI
recipients.

235 - 265
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S. REDETERM NATI ON VARI ATI ONS

Redet erm nati on procedures are the sane as application
procedures except in the follow ng situations.

1. Redet erm nation Cycle

When a case is redeterm ned and found eligible, a

new redeterm nation date is entered. See
item N.

2. Redet erm nation Alerts
See RAPI DS User Gui de.

3. Schedul i ng I nterviews

A face-to-face interviewis required. The sane

I ndi vi dual (s) who may be interviewed and sign the
application nmay be interviewed and sign the
redeterm nati on.

Al l Food Stanp cases nust receive a notice of
expiration of the certification period. For cases
certified for nore than one nonth, the notice nust
be received between the first of the nonth prior to
the last nonth of certification and the first of
the last nonth of certification.

The county office has the follow ng options in
schedul i ng redeterm nation interviews:

- Schedul e the client for an interview by
sendi ng an appointnment letter, to each person
whose case is to be redeterm ned. The
appoi ntnent |etter nust advise him of any
verifications that he needs to have
avai | abl e.

The appoi ntnment may be schedul ed anytinme
during the last nonth of certification.
However, if the client's appointnment is
schedul ed after the 15th, he may request and
must be granted an appoi ntnment for the 15th
or earlier. The client nust be given 15 days
fromthe date of the appointnment letter
before any penalties are applied for failure
to keep the appoi ntnent.

265
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- Redet erm nations for pure SSI benefit groups
may be initiated by SSA staff and
conpl eted by the Worker. The AG
is notified of this service by form
ES-FS-3. See itemR

- Failure to keep a redeterm nation
appoi ntnent, or to reapply, results in case
cl osure.

4. Conpl eti on

A Food Stanp redeterm nation is a reapplication for
benefits. Under no circunstances are benefits

conti nued past the nonth of redeterm nation, unless a
redetermnation is conpleted and the client is found
eligible.

If the recipient is no longer eligible, the case is
cl osed.

Clients who reapply in a tinely manner, conplete the

i nterview and provide requested verification within the
Wor ker' s deadl i ne nmust receive uninterrupted benefits or
have | ost benefits restored if the Departnment's del ays
cause benefits to be interrupted. The client does not

| ose the right to uninterrupted benefits if the Worker
establishes a deadline for verification which extends
into the new certification period. Uninterrupted
benefits means benefits are received within 30 days of
the | ast issuance. For |longer certifications,

uni nterrupted benefits neans benefits are received at
the usual tinme in the issuance cycle.

EXCEPTI ON: Cases which have net all redeterm nation
requirenents are entitled to uninterrupted benefits.
When this cannot be done due to the tinme frame for
subm tting mssing verification, the Wrker nust take
action to reinstate benefits so that the client
receives benefits within five working days after
supplying the mssing verification, if eligible.

Clients who fail to reapply tinmely, fail to appear for
an interview or fail to submt mssing verification by
the established deadline Iose the right to

uni nterrupted benefits. Sone failure to provide
verification may only result in |loss of a deduction,
not ineligibility.
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5. Overdue Redetern nation

Food Stanp AG s which are due for redeterm nation and

for whom a redeterm nati on has not been conpleted are

automatically closed by the data system on the adverse
action deadline of the nonth when a redeterm nation is
due.

THE BENEFI T

USDA is responsi ble for authorizing business establishnents
to accept coupons. Food Stanps nay be used to purchase
food for home preparation, seeds and plants which produce
food for home consunption. They cannot be used to buy hot
foods that are ready to eat or foods that nay be eaten in
the store.

Food Stanp coupons are printed in six denonm nations. The
coupons are issued in books with the foll ow ng
denom nations: 2, 7, 10, 40, 50 and 65.

When notification of Food Stanp certification is conmputer-
generated, the ID card is the top portion of the conputer-
generated notification letter. The Wrker does not issue
an initial 1D card when the client notification is system
gener at ed.

Ef fective October 1, 2002, beginning with Cabell and Wayne
counties, Food Stanp benefits will be issued by Electronic
Benefit Transfer (EBT). The remmining counties wll
convert to EBT beginning in February, 2003, on a regional
basis. Statewi de EBT inplenentation will be conpleted in
May, 2003. Food Stanp benefits are deposited into an EBT
account and accessed by a using a card. This is the Food
Stanmp identification card for these AG s.

Food Stanps issued by EBT are identified in RAPIDS on
screen |QFS with a B as the nethod of issuance.

The Worker is responsible for issuing a Food Stanmp ID card
when the notification is not conputer-generated or when the
client requests one.

1. Initial Benefits

Initial benefits are usually received or are avail able
within 3 days of entry in the data system

a. Anmount

A determ nation of the initial Food Stanp
benefit nonth nmust be made to deternmine if
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2.

(2)

Ongoi

initial benefits nust be prorated. Any nonth
determined to be an initial nmonth nust have
benefits prorated. The anount of the initial
allotment is prorated over the remainder of the
nonth fromthe date of application. The full
nmont h's countable inconme is used to determ ne
the full nonth's allotnment. The anmount of the
initial benefit due the recipient is based on

t he number of days left in the approval nonth
fromthe date of application as conpared to the
full nmonth's benefit. The amount of the
prorated CA is determ ned by conparing the AG s
full nmonth CA to the day of the nonth of
application. Use Appendix D of Chapter 10. An
initial prorated CA of $1-$9 is not issued.

Met hod of | ssuance

The met hod of issuance of the initial Food
St anps depends on when the benefits are

confirmed. |If the confirmation occurs prior to
deadline for the current nonth, RAPIDS issues a
prorated amount for the current nonth. |[If the

current nonth’s benefit is not confirmed until
after deadline, RAPIDS issues the prorated
amount for the initial nonth and the full anount
for the on-going nonth.

EBT | ssuance

If the approval occurs prior to deadline for the
current nonth, RAPIDS issues a prorated anount
for the current nonth. |If the current nonth’s
benefit is not confirmed until after deadli ne,
RAPI DS i ssues the prorated amount for the
benefit nmonth. The amount for the first full
nmonth is available in the EBT account on the
first day of the benefit nonth. See itemO 3,c
for conmbi ned i ssuance when Expedited Service
applies.

ng Benefits
Anmount
Once eligibility is established, the AGis

eligible to receive Food Stanps for a ful
nonth. See Chapter 10.
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NOTE: When it is determned that a full nmonth's
benefit is $0, the application is denied or the
AG is closed. This applies whether or not the
AG is categorically eligible.

b. Met hod of | ssuance

(1) Mail Issuance

Food Stanps are nmail ed al phabetically on a
st aggered schedul e, according to the
client's last nanme. The State O fice mils
them during the first 9 working days of
each nonth. For security reasons, the
schedule is not released to the public and
is, therefore, not included in this Manual.

NOTE: Wth the conversion to EBT, beginning
October 1, 2002 in Cabell and Wayne
counties, all Food Stanp issuance dates in
RAPIDS wi Il show a cal endar day of 1 - 9.
However, counties which have Food Stanp
coupons mailed will remain on the sane
mai | - out schedul e of work days.

(2) EBT Issuance

Food Stanp benefits are available in the
EBT account on a staggered schedul e,
based upon the payee’s | ast nane.

The availability dates are the first

9 cal endar days of the nonth.

El ectronic Benefits Transfer (EBT)

Begi nni ng October 1, 2002, with the pilot counties of
Cabel | and Wayne, current and new recipients of

Food Stanps will receive an EBT card, know as the
Mountain State card, to access Food Stanp benefits.
The benefits will be in an EBT account and accessed by

using the EBT card and a Personal ldentification
Nunmber (PIN), simlar to a personal debit or ATM card.
The AG may still choose direct deposit for the nonthly
W/ WORKS benefit. The followi ng outlines procedures
whi ch are specific to EBT. Additional informtion
about how EBT affects other policy and procedures is
found in specific Manual sections which apply.
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EBT Definitions and Term nol ogy

The following is a list of comonly used terns
or acronyms associ ated wth EBT.

Adm ni strative Term nal - EBT vendor system used
to inquire into EBT account information,
reactivate dormant accounts, inactivate EBT
cards and, in sonme instances, make changes to

t he EBT account.

ARU - Aut omat ed Response Unit. The EBT vendor
operates the ARU 7 days a week, 24 hours a day.
Functions of the ARU i nclude, but are not
limted to, account bal ance inquiries, card

i nactivation, lost, stolen or danaged card

repl acenments and PI N changes.

ATM - Automated Teller Machine. My be used to
access cash EBT benefits.

Aut hori zed Cardhol der - An individual, who, in
addition to the payee, nmay be issued an EBT card
and access an EBT account.

CSR - Custonmer Service Representative for the
EBT vendor who is reached through the ARU toll -
free nunber.

Coupon Conversion - \Wen EBT Food Stanp benefits
must be issued as Food Stanp coupons due to a
nove fromthe EBT area when the AG cannot access
EBT.

Denmogr aphic Information - Identifying

i nformation about the AG s primary person which
is sent to the EBT vendor in order to set up an
EBT account and nmail the EBT card. This

i ncludes the name, SSN and date of birth of the
AG s primary person and the payee’ s address.

Dor mant Account - \When benefits are not used
fromthe EBT account for 180 days, the account
is inactivated and is not accessible to the AG
The benefits remain avail able and the account is
reactivated at the client’s request.
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EBT - Electronic Benefits Transfer or the use of
a card to access W/ WORKS, CSI and DCA cash
benefits and Food Stanp benefits.

Expunged Account - When benefits are not used
fromthe EBT account for 270 days, the benefits
are renoved fromthe account and are not
avai l able to the AG

I DE - Inactive, dormant and expunged.

| nacti ve Account - \When benefits are not used
fromthe EBT account for 45 days, the AG and
Wor ker are notified of the inactivity. The
benefits renmnin available to the AG

Mountain State Card - The West Virginia EBT
card.

PIN - Personal ldentification Number. This
nunmber nmust be used to access EBT benefits with
the EBT card. This is not the RAPIDS PIN
numnber .

POS - Point of Sale. This is used to spend cash
or Food Stanp benefits at a store.

Status the EBT Card - Inactivate the card so
that it cannot be used. This occurs when a
replacenent card is requested, a payee is
changed or an authorized cardhol der is renoved
or changed.

EBT Card | ssuance
(1) Initial Card |Issuance

The EBT card is issued when the first
benefit to be issued into an EBT account is
approved. It is mailed the day after the
approval in RAPIDS. |If an active AG noves
froma non-EBT area into an EBT area, the
card is issued after the RAPIDS deadline
date for the change to the EBT area. The
PINis mailed within 2 days after the card
is mailed. Once the benefit account is set
up and benefits are deposited into the EBT
account, they are accessed with the EBT
card. The client nust call the vendor’s
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ARU to activate the initial card prior to
use.

All cards and PINS are nmailed to the payee
followi ng the address hierarchy in RAPI DS
See the RAPIDS User Guide. See item (2)
bel ow when the AG has a | egal guardian or
protective payee coded in RAPIDS. This

i ncl udes the card(s) for any additional

aut hori zed cardholder(s). It is the
responsibility of the payee to distribute
the cards to any other cardhol der(s).

(2) Effect on Card Distribution of Legal
Guardi an or Protective Payee Coded in
RAPI DS

When the Worker indicates in RAPIDS that
the AG has a | egal guardian or protective
payee, all cards are nailed to the address
of that individual. Current policy
contains no reference to a specified

| egal guardi an as a payee. Any ot her
representative or protective payee is
indicated in RAPIDS as a protective payee.

(3) Authorized Cardhol der

The AG may designate an additional

i ndi vi dual (s) as an authorized cardhol der
for EBT. The authorized cardhol der has his
own card and PIN and accesses the EBT
account for the specified benefit(s)

wi t hout restriction. For this reason the
choi ce of an authorized cardholder and its
I nportance nust be stressed with the
applicant or recipient. The authorized
cardhol der is designated, changed or
renoved on RAPI DS screen Al RQ

NOTE: When the individual designated as
primary person for the AG has a | egal
guardi an or protective payee coded in
RAPI DS, the card for the AGis mailed to
that person. In this situation, if the
primary person or other individual nust
have a card, the information nust be
entered on screen AIRQ as an authori zed
cardhol der. All cards are mailed to the
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(4)

address of the |legal guardian or protective
payee.

Only one aut horized cardhol der may be
sel ected for Food Stanps.

If the AG receives both Food Stanps and
cash assi stance, they may sel ect one

aut hori zed cardhol der for each benefit.
The maxi mum nunber of cards issued for any
case is 3.

Once an aut horized cardhol der is chosen,

t he payee may stop the cardhol der’s access
to the EBT account inmmediately by calling
t he EBT ARU or DHHR Custoner Service
Center. Local office staff cannot

i nactivate a card. However, the DHHR
Custoner Service Center or local office
Wor ker can change or renove a cardhol der
When the client first calls the ARU to stop
cardhol der access, he nust still contact

t he DHHR Cust oner Service Center or |ocal
office to renove or change the cardhol der.

Car dhol der Security

The denographic information sent to the EBT
vendor for the primary person in the AGis
the SSN, date of birth and address to which
the card is sent. No denographic
information is sent for any authorized
cardhol der. The authorized cardhol der nust
know t he date of birth of the AG s prinmary
person and the address to which the card(s)
is miiled. |If the SSNis requested for a
PIN change, the AG s primary person

provi des his own SSN and the authori zed
cardhol der or representative/protective
payee nust provide zeros.

u. PERSONAL RESPONSI BI LI TY CONTRACT ( PRC)
The PRC is not used for Food Stanp purpose.
V. ORI ENTATI ON
Attending W WORKS orientation is not an eligibility
requi rement for Food Stanps.
64 - 169 - 173 - 212 - 265
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