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19. 10 TRANSPORTATI ON REMUNERATI ON | NCENTI VE PROGRAM

A. | nt roducti on

The Transportation Remuneration |Incentive Program (TRIP)
is designed to recognize the unique transportati on needs
of |l ow-income aged and handi capped persons. The purpose
of TRIP is to provide assistance in the formof ticket
coupons with which eligible participants nay purchase
transportation service. Providers such as taxis nust be
approved by the Public Service Comm ssion of West
Virginia and be registered with the TRIP Programto
participate. The PSC gives nass transit providers an
exenption fromregistration, but they nust be registered
as a provider with the Division.

TRIP tickets may be used to purchase transportation
service for any purpose of travel desired by the
participant. The enphasis of this program has changed
fromsocialization to nmedical and rehabilitation needs
for | owincome and handi capped i ndi vidual s.

B. General I nformtion

The TRI P Program was inplenmented in June, 1974, through
the joint efforts of the Community Services

Adm ni stration, Comm ssion on Aging, Departnent of
Transportation, Departnment of Health, Education and

Wel fare and the West Virginia Division of Human Servi ces.
It is currently maintained by State funds through the
Departnent of Health and Human Resources, Office of

| ncome Mai nt enance.

TRIP is adm ni stered through a declaration eligibility
process. The participant nust neet the requirenment of
resi dence, age or handicap and financial eligibility.

El i gi bl e participants receive a nonthly authorization
card which allows themto purchase TRIP tickets. The
amount of TRIP tickets received and the cost depend on

t he nunmber of people certified to receive them Each
book costs $3.00. The authorization cards may be
redeenmed in person or by mail. Most contacts take place
at the local Division of Human Services O fice, but a few
of fices have | ocal Comrunity Action Agencies helping with
the i ssuance of tickets.
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A TRIP ticket book consists of twelve 50-cent and ei ght
25-cent coupons for a total value of $8.00. Coupons are
renmoved by the client and given to the driver/ticket
taker for paynment of fares. All ticket books now have
expi ration dates on the back of the books.

A special feature of TRIP is the Authorized Attendant
(AA) and Multiple Issuance (M) policy. The Authorized
Attendant policy allows extra ticket book issuance when
the client requires soneone to travel with him because of
age and/or disability. Miltiple Issuance consists of up
to three extra books when the client has extensive travel
because of nedical needs or rehabilitative needs. TRIP
tickets may al so be used to pay a certified provider for
the cost of delivery of essential itens, such as
prescriptions when the client is either ill or unable to
get to the pharnmacy.

C. Organi zational Responsibilities

1. The | ocal offices of the Departnent have the
following responsibilities:

- Determining the eligibility of the client.
- | ssuing TRIP tickets to eligible participants.

- Perform ng annual redeterm nations of
eligibility.

- Providing for the safe storage of TRIP tickets.
2. The State Ofice is responsible for:

- Establishing programeligibility standards.

- Establ i shing ticket issuance procedures.

- Provi di ng support to the |local office for
program managenent .

- Certifying and registering all transportation
provi ders who wi sh to accept TRIP tickets.

D. Rel ati onship to Taxation and Fi nanci al Assi stance
Pr ogr ans

The TRIP Programis designed to provide nonetary assistance
in the formof ticket coupons to eligible clients and shal
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not be used to reduce or replace any in-kind, nonetary or
soci al assistance provided through existing Econom c Service
Progr amns.

The value of the bonus TRIP ticket allotment issued to an
eligible client shall not be considered as incone or
resources for any purpose under Federal, State or County | aw
relating to taxation, public assistance, or any other type
of assi stance.

E. Case Records

The purpose of the case record is to maintain the
informati on needed to substantiate the status of the case at

any given tinme. TRIP case record information will be filed
in the sanme folder with information about other Departnent
Prograns. It will beconme a part of this case record, but
will be retained in the two "bl ocks" separate fromthe other
part of the record. These two TRIP case record "bl ocks"
are:

1. TRIP Eligibility Block - This block of information will
contain the application/redeterm nation information.

2. TRI P Correspondence and Verification Block - This bl ock
will contain all verification that is applicable to the
case. It wll also contain the Approval/Denial Letter
information, Notification of Case Action information,
Requests for Medical Information (ES-TR-6),
Notification of Information Needed, and any ot her
correspondence.

F. Eligibility Requirenents: Benefit G oups/Residence
1. Benefit G oups

The benefit group will consist of those individuals who
reside in and occupy the sanme housing unit and neet the
eligibility requirenents of the TRIP Program It is
possible to certify any nunber of eligible individuals
on any one application or within any given case.
However, the maxi mum nunber of books that can be issued
under any one case nunber via a conputer-generated

aut horization card is three. Therefore, if five people
are certified to receive TRIP tickets within the sane
case, they will receive an authorization card for only
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three books. Since the normal nonthly issuance is one
book of tickets per person, the household benefits are
deci dedly reduced. Therefore, each eligible person my
constitute a separate TRIP benefit group, or the

el igible individuals my be approved in any

conbi nati on.

Separation of Eligible Individuals into Separate
Benefit G oups

Separate applications may be taken for individual
menbers of the same household when it serves to benefit
t he individual applicant and/or when the incone is in
excess of the allowable income |evel. Exanples follow

NOTE: All owabl e incone |evel changes each cal endar
year. This information is provided to the | ocal
offices via menorandum fromthe State O fice.

N M. and Ms. Jones live with an adult child (over
age 18). Each of the three persons receive $434
nmont h unearned i nconme based on their disability.
The nonthly income |imt for three people is
$681/ nonth. The Jones' incone totals $1, 140/ nont h.
Therefore, they are ineligible as a three-person
group. Separate applications my be taken on each
of the three persons since individually they are
each bel ow the $434/nonth | evel for one person.
See Section H 1 for determ nation of nonthly
unear ned i ncone.

N M. and Ms. Jones each have $150/ nmonth incone.
Each of their two children has $125/nmonth. Their
total income is $550/ nonth, but by putting them al
in the sane case, they can only receive benefits
for three persons. |If M. and Ms. Jones are
pl aced in the same benefit group, their incone is
not excessive for two people.

In addition, the foll owing conbi nati ons are possi bl e:
a. Four separate cases.

b. Three cases: one for M. Jones, one for Ms.
Jones and one for both chil dren.
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cC. Two cases: one parent and one child in each
case or both parents in one case and both
children in another.

In general, the action which is nost beneficial to the
client will determ ne the grouping of individuals into
cases.

The Eligibility Requirenments of Residence

Applicants for TRIP tickets will apply in the county in
which they live. Any individual who maintains a
residence, regardless of citizenship or length of tine
they have lived in the State, will be considered
eligible provided they neet all other eligibility

requi renents. However, this does not include those who
are merely visiting in the State. The intent of

mai ntai ning a residence should be one of a pernmnent

nat ure.

Eligibility of Individuals in Special Living
Arrangenment s

Certain individuals eligible for TRIP often have
special living arrangenents. |In order to provide this
special group with program benefits, the foll ow ng
procedures will apply:

a. Public Institutions

A 90-day period of eligibility will exist for TRIP
clients who enter a public institution. Those not

receiving TRIP tickets upon entering an institution
may make application in the county in which the

institution is located. |If already active, the
case will be transferred to the county in which the
client will reside while institutionalized.

A public institution is a facility which is the
responsibility of a governnment unit or over which a
governnmental unit exercises adm nistrative control.
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b. West Virginia School for the Deaf

Located in Romey, this facility is operated

t hrough the State Board of Education and is not to
be considered a public institution for TRIP
eligibility and participation purposes.
Applications for students of this school nust be
made in the county of their residence. Students
who are receiving TRIP tickets will not have their
cases closed after 90 days beyond their entrance
date. TRIP tickets are to be mailed to the
students by their parents after purchasing the
tickets in the county of their residence.

cC. Personal Care and Nursing Hones

El derly and/ or handi capped persons who are
residents of personal care or nursing hones and who
are judged anbul atory by their physician or hone
director are eligible to be considered for
participation in the Program Consi deration nmay be
given to wheel chair patients provided authorized
wheel chair transportation vehicles can serve these
applicants. Because of the special circunstances
of these living situations, only the personal
living allowance or any other form of direct

payment over and above the nursing hone personal
care honme paynent will be considered as incone to
the application.

NOTE: The TRIP Programis not to be used to
provi de nedical transportation for |ICF/ MR or
nursing home residents. This is the responsibility
of the honme and there are established nethods for
the facility to claimreinbursenent.

d. Fost er Honmes

Any handi capped or disabled foster child may be
considered for participation in the TRI P Program

e. Rehabilitation Centers - Hal fway Houses

Persons who reside in Rehabilitation Centers,
Hal f way Houses and other simlar facilities as a
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result of sone type of handicap or disability wll
be eligible for TRIP provided they neet financial
eligibility requirenents. All wages or training
al l owmances will be considered in determ ning
financial eligibility.

Veteran's Adm nistration Hospitals

Veteran's Adm nistration (VA) hospitals are not to
be considered as a public institution for TRIP
eligibility proposes. Elderly and/or handi capped
persons who are residents of VA hospitals who are
j udged anmbul atory by their physician and are free
to "conme and go" at will are eligible to be
considered for participation in the program

Consi deration may be given to wheel chair residents
provi ded aut hori zed wheel chair transportation
vehi cl es can serve these applicants. Applications
can be made in the county in which the VA hospital
is located. |If already active, the case will be
transferred to the county in which the client wll
reside as a resident of the VA hospital.

G The Eligibility Requirement of Age and Handi cap/Disability

1.

Age

To neet this eligibility requirement, the client nust
be 60 years of age or older during the nonth in which
he applies (see Section K).

Handi cap/ Di sability

a.

Definition

In order to neet the Program s definition of

handi cap/ di sability, the client nmust be disabled in
such a manner that it interferes with or prevents
mai nt enance of a normal life routine. In addition,
t he handi cap/disability nmust be expected to |ast at
| east TWELVE CONSECUTI VE MONTHS FROM THE DATE OF
APPLI| CATI ON
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b. Procedure to Establish Handi cap/Disability
(1) Receipt of Disability Benefits

Recei pt of sonme disability benefits nay be
used to neet this eligibility requirenent.
Exanpl es of this would include those who
recei ve such statutory benefits as SSI, RSDI
(disability), private disability benefits,

SSI - Rel at ed Medi cai d, VA and Bl ack Lung
benefits. Clients who are not receiving such
benefits or who cannot establish, via a

medi cal statenment (ES-TR-6), a one-year period
of continuing eligibility fromthe date of
application, will not nmeet the requirenment of
handi cap/ di sability.

(2) Receipt of VA Benefits

Clients who are receiving Veterans

Adm ni stration benefits are soneti mes pl aced
in a "percentage of disability"
classification. For purposes of establishing
eligibility for TRIP, any percentage of
disability will satisfy the requirenment.

(3) Eligible for TANF/ W WORKS Based on | ncapacity

I n TANF/ W WORKS cases (incapacity) the

requi renment of handicap/disability will be met
only if reevaluation by MRT is due one year or
more fromthe date of application for TRIP or
if no reevaluation was required by MRT. For
verification of handicap/disability, see
Section K

H. Financial Eligibility

I n determ ning the amount of incone available to the client,
the Worker should first conpute the total earned and
unearned incone. |If the countable incone exceeds the

al | owabl e i nconme standards, the possibility of separate
applications and cases should be explored. See Section F2.
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Unear ned | nconme

The conversion factors of 4.3, 2.15, and 2.0 will be
used to convert weekly, pay every two weeks, and bi-
monthly incone to a nonthly figure since TRIP financi al
eligibility is determned froma nonthly anount.

a. Unear ned i nconme that nust be counted includes:

- Publ i c Assistance benefits, including Child
Support Inecentive(CSl)

- Wor kers' Conpensation benefits

- Bl ack Lung benefits

- RSDI and SSI benefits

- Cash contri butions

- Pensi ons

- | nsur ance

- I nterest, rent, room an board income

- Any ot her type of unearned benefits

NOTE: Monthly foster care paynments (in addition to
any other incone) for handi capped foster children
wi Il be considered as unearned inconme to the child.
The incone of the foster parents would not be

consi dered as incone to the foster child.

b. Deducti ons from Unear ned | ncone

The only deduction given for unearned incone is the
Medi care prem um amount (Part B).

C. Excl uded Unear ned | ncone

There is only one type of excluded unearned incone
for TRIP. It is:

For clients in personal care or nursing hones,

only the personal |iving all owance or any
ot her form of paynment over and above the
nursing or personal care honme paynent will be

consi dered as i ncone.

194 -

193

2/ 01
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d.

Det er mi ni ng Count abl e Unearned | ncone

I n deci ding which unearned incone in the househol d
to count for the TRIP client, the Worker w ||
consider only the income paid to himand/or for him
(i.e., received by soneone el se because the client
is unable to handle it).

EXAMPLE: M. Jones receives $200/ nonth VA
benefits. He and his wife both live on this

i ncome, but none of it is designated by the VA as
being for his wife. If M. Jones applies for TRIP,
the incone to be considered is his $200/ nonth. It
is received by M. Jones for M. Jones. Should his
wife want TRIP tickets, her incone would be "0".

| f $50/ month of the VA benefits had been designated
by VA for Ms. Jones, then her incone would be

$50/ month, and M. Jones' would be $150/ nont h.

Ear ned | ncone

The conversion factors of 4.3, 2.15, and 2.0 will be
used to convert weekly, pay every two weeks, and bi-
monthly incone to a nonthly figure since TRIP financi al
eligibility is determned froma nonthly anount.

a.

Earned i ncone that nust be counted includes:

Wages

- Sal ari es

- Profits from sel f-enpl oyment

- Conmi ssi ons

- Training all owances received from Wrk and
Trai ni ng, Manpower Training Program or other

sim |l ar vocational and rehabilitation
progr ans.

194 -

193

2/ 01
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b. Deducti ons from earned i ncone is as foll ows:

Twenty percent (20% of gross non-excluded earned
i ncome including gross profit from sel f-enpl oynent
i s disregarded.

cC. Sel f - enpl oynment

In the case of self-enploynent, a standard
deduction of 25 percent of the gross incone and
expenses is made to determ ne countable nonthly
income, along with a 20 percent deduction for
earned i ncone.

d. Excl uded Earned | ncone
There are three exclusions for TRI P earned i ncone:
- | n-ki nd i ncone

- | ncone received irregularly and i nconme that
cannot be reasonably anticipated as avail able
during a three-nmonth period and does not
exceed $30 in a three-nmonth period.

- | ncone received from participation in the
Foster Grandparents Program

e. Det er mi ni ng Count abl e | ncone

I n deci ding which earned incone in the household to
count for the TRIP client, the Worker will divide

t he count abl e earned i ncone by the nunber of people
the inconme is expected to support. This nunber is
l[imted to the nunber of people the working person
has | egal responsibility to support.

EXAMPLE: M. Jones' net earnings are $650/ nont h.
He lives with his wife, one child and his nother-
in-law. The nother-in-law receives $75 in VA
benefits. The parents are applying to receive TRIP
tickets on behalf of the child. Al the noney in
the home is pool ed and expenses are shared.

The incone counted for the child is 1/3 of the
father's countable earned incone. The income of
the mother-in-law is disregarded and she
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is not one of the persons that M. Jones is
responsi ble to support, so that the earned incone is
divided by 3, not 4. If the nother-in-Ilaw wanted
TRIP tickets, her net countable income would be $75.

Det erm nati on of Total Countable |Incone

The count abl e earned and unearned income for the benefit group
(see Section F-1) is added together and the total is conpared
to the Monthly Allowable Income Standards to determ ne
eligibility.

EXAMPLE: M. Jones' countabl e earnings are $550/ nonth. He
lives with his wife, one child, father-in-law, and an adult
brother-in-law. The wife has no incone. The child receives
$100/ SSI nonth. The father-in-law receives $250/ month from

i nsurance benefits. The adult brother-in-law works part-tine
for a net nonthly incone of $100/nonth. They pool their noney
and share expenses.

If Ms. Jones applies for TRIP, the only incone considered is
1/3 of her husband's count abl e earni ngs.

If the child applies for TRIP, the amount of her SSI ($100)
plus 1/3 of her father's countabl e earnings constitute her
count abl e monthly incone.

If the father-in-law applies, the only incone is his
$250/ mont h.

If the brother-in-law applies, the only income used is his
earni ngs of $100/ nont h.

1. Determ nation of Financial Eligibility

Financial eligibility is determ ned by applying the
countabl e nmonthly income of the applicant to the Monthly
Al | owabl e I ncome Standards for the appropriate year
TRIPis limted to benefits for a maxi mum of three (3)
persons per case (see ItemF). Exanple, if one person
constitutes the benefit group, his nonthly countable

i ncome cannot exceed the SSI benefit amount for one
person. |If two persons are in the benefit group, the
conbi ned count abl e i ncone of both eligible persons nay
not exceed the SSI benefit amount for two (2) persons.
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- MONTHLY ALLOWABLE | NCOVE STANDARDS are updated on
yearly basis.

- TRIPis limted to benefits for a maxi mum of three
persons per case. (See Section F)

Basis for Ticket Book |ssuance

For benefit groups with nmore than 3 eligible individuals,
see Section F-1 and 2.

BASI S FOR TI CKET BOOK | SSUANCE

Nunmber in Ti cket Val ue or
t he Benefit G oup Mont hly Al | ot ment

1 $ 8

2 $16

3 $24

Pur chase Requirenent

Each book of TRIP tickets will cost $3.00, including
extra books issued for Authorized Attendant and Multiple
| ssuance (see Section K. 5). Therefore, a one-person
benefit group would receive one book of tickets for $3.00
and a two-person benefit group would receive two books
for $6.00.

TRIP tickets may be paid for by personal check as well as
by cash, cashier's check or noney order.

The Eligibility Requirement of Client Cooperation

The client nmust provide the Department with information
needed to establish or reestablish eligibility. Failure

to cooperate with the Departrment will result in client
ineligibility. The client will remain ineligible until
the needed information is furnished or until it can be

denonstrated that it is not needed. Case closure for
failure to cooperate, as with any adverse action, is
subject to prior notice.

6/ 98
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Verification

Wth the exception of Miultiple |Issuance, Authorized Attendant
and disability (when disability benefits are not received),
verification is not required to establish eligibility for TRIP
because it is based upon a declaration system However, after
exam ning the application or talking with the client regarding
i nformation provided on the application form the Wrker may
at any tinme request verification fromthe client regardi ng any
item contained on the application formif the Wbrker questions
the information. For exanple, if the Worker is required to
return the application formto the applicant nore than once
because of continued inconsistencies, it would be good
judgenent to require the applicant to verify his clains.

Normal |y, however, the Worker will not be required to request
verification except in the situations above. Should the
Worker find it necessary to ask for verification, the

follow ng procedures will be used:

1. General Instructions for Verification
CGenerally, verification will be handled for TRIP in the
sane way it is handl ed for other Econom c Service
Progranms. The client will be inforned in witing of the

verification needed and be given a deadline by which tine
the verification is due.

If the client notifies the Wirker of an unforeseen del ay
in obtaining verification or of difficulty in getting it,
the Worker will set another deadline and provide any help
the client may need. Case record recordings should fully
docunment reasons for requiring verification and the
results.

2. Verification of Age

Specific instructions for verification of age can be
found in Chapter 4.

3. Verification of Disability or Handi cap

| f Departnent records are available to certify the
client's handi capped status, the Worker will nake
reference to these docunents. |f such records do not
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exist, the client will be required to furnish such
docunments as physician's statenent, award letter, etc.

If the client does not have such docunents, the Worker
shoul d prepare formletter ES-TR-6 and send this to the
appropriate physician or to the client who will forward
it to his physician. The physician nust indicate that
the period of disability is anticipated to |ast for one
year or |longer (beginning with the date of application)
to certify the client for TRIP based on a handicap. The
client is responsible for any cost this nmay involve.

Verification of |Incone

Verification is not required to establish eligibility as
TRIP is based upon a declaration system (See Section J.)

Verification for Extra Benefits (M/AA)

a. For Multiple |Issuance, the Worker nust verify that
the client has to travel for nmedical reasons or
nmeets other eligibility requirements for Multiple
| ssuance (see Section V). |If Authorized Attendant
policy is involved, the Worker nust verify that the
client nust have soneone travel with himdue to
medi cal reasons. Witten nmedical statenents should
be obtained with possible. Oherw se, a verbal
statenment fromthe doctor's office will suffice.
The Worker must docunent in detail any verbal
verification received.

b. If the M client is not using the |east expensive
means of transportation available, it nust be
verified in the case record that he is unable to use
it and nust travel by a nore expensive node. For
exanple, a client has two nmeans of travel to keep a
doctor's appointnment -- taxi and bus. Since travel
on a bus is usually |ess expensive than in a taxi,
the case record nust justify the use of a taxi if
that is what is being requested.

cC. The cost of transportation for M nust be verified.
If this is unavail able, the Worker nust accept
the client's word for the cost or rely on his own
know edge. This information needs to be incl uded
in the summary requesting approval for M
(see Section R)

6/ 98

283



W/ | NCOVE

MAI NTENANCE MANUAL

CHAPTER 19 - EMERGENCY AND SPECI AL ASSI STANCE PROGRANVB
19.10

K. Eligibility Determ nation System

1.

The Decl arati on Process

In the decl aration application process, the applicant
"decl ares” his status by truthfully answering the
guestions on the application form The Worker wi ||
accept the applicant's answers as factually correct

unl ess the Worker feels, because of conflicting or

i nconpl ete answers, that such information as supplied by
the client is incorrect or false. The client will be
asked to clarify any discrepancies the Wrker may find.
If he is unable to do so (to the Worker's satisfaction),
t he Worker rmust request verification.

ES-TR-1 Application and Redeterm nati on Form

The ES-TR-1 is used for TRIP applications and
redetermnations. It is conpleted by the client and may
ei ther be brought or mailed to the local office. No
face-to-face contact is necessary in the eligibility
determ nation process. The formhas instructions for
conpletion. No special Wrker instructions are necessary
since the formis self-explanatory.

Client Notification

The client will be notified in witing of all changes
that affect his case in any way. The same notification
forms used in other Ofice of Fam |y Support Prograns are
al so used in TRIP

ES-TR-7 TRIP lIdentification Card

Each participant in the TRIP Programis to have his own
TRIP card. It is issued at the tinme of approval and
repl aced as necessary after that. The reverse side of
the ES-TR-7 lists all people eligible to use the TRIP
tickets received under that particular case nunber. |If
there is no nore than one person certified to use the
tickets in one case, each person will have his own ID
card identical to the one issued to the person whose nane
the case is in. The ID card nust be presented when
buying TRIP tickets in person froman issuance center.
It need not be mailed in if the mail issuance
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process is used. In addition, sone TRIP providers
occasionally ask for client identification.

The Application Process

1. Anyone has the right to apply for TRIP tickets.
Applications may be made in person at the Departnent's
| ocal offices or by conpleting an ES-TR-1 and returning
it.

2. Al'l applications require a decision within 30 days from
the receipt of the conpleted ES-TR-1. The application
process begins when the ES-TR-1 is received by the Wbrker
and ends when the data system action has been conpl et ed
and the client is notified of a final decision of
eligibility in witing.

Initiation of Application Process

When an individual or sonmeone in his behalf makes known his
desire to apply for TRIP, the application formis given to

that individual either in the office or via mail. |If the
appl i cant requests assistance in conpleting the form the
Wor ker shoul d provide the assistance. |If others are assisting

in conpletion of the application, the Worker should rem nd
themto sign the form Vhen assisting the applicant with
form the Wbrker should encourage the applicant to conplete
the form hinsel f.

The Formal Application

When the conpleted application is received fromthe applicant
(hand-delivered or mailed to the office), the stanped date of
receipt is the date of application. |If the client would by
chance give his application formto the Wrker instead of the
receptionist or the application is not stanped in, the date
entered by the applicant becones the date of application.

Responsibilities of the Econom c Service Wirker in Processing
Appl i cations

1. Accept the TRI P application and check for conpl eteness.

2. I f not conplete, it will be sent back to the client with
instructions on how to conplete. The Wirker w ||
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assist the client in conpleting the application or in
obtaining verification if the client needs help.

If the formis conplete, the Worker will determ ne
eligibility by reviewing information on the application
as to residence, age, handicap, incone. (See Sections E-
3, G and H.)

If nore information is needed, the Worker conpletes form
ES-6 and gives it to the applicant. The Worker al so
establishes a deadline for recei pt of the needed

i nformation.

If verification of disability is needed, formES-TR-6 is
used. The client should be aware that he is responsible
for paynment if paynment is required by the physician.
Before using this form the Wrker should al ways check
for other case records that may contain statenents or
docunments of disability. If formES-TR-6 is used, the
information nust indicate that the disability wll
continue for at |east one year fromthe date of
application.

Once all information is received, the Wrker will make a
final decision as to the eligibility of the client, as
f ound bel ow.

a. If the client is eligible, the Worker will submt a
data systemtransaction to approve the case, and
notification will be sent to applicant. The client
wi |l be advised as to when to expect the first

aut horization card. The client's request for extra
tickets if found on the ES-TR-1 will be eval uated
and the procedure in Section S will be foll owed.

NOTE: A manual card nmay be issued for the current
month's TRIP tickets in emergencies or in the event
of Agency delay in processing the application.

b. If the client is not eligible, the Worker w ||
submt a data systemtransaction to deny the
application. The client will be notified of the
denial and will be notified of his right to a
Hear i ng.
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C. If the client withdraws his application, the Worker
will submt a data systemtransaction to wthdraw
the application. The client will be notified. A

client may reapply at any time after his application
was denied or his case was closed no nmatter what the
reason was for the denial or closure. A new
application nust be conpleted and the application
process must be repeated.

P. Speci al Procedures in Processing Applications

1.

If the Worker receives a request from another county to
transfer a closed case, the Worker will transfer the case
record to the new county of residence conplete with a
recording. No termnal transaction will be made. The
Worker in the new county of residence will follow
instructions in Item 3 bel ow.

I f an applicant has an inactive case in another county,
see 3 bel ow.

I f the applicant has an inactive case in another county,
the Worker will request the other county to transfer the
case record to the new county of residence. |If the case
nunber is still valid (has not been inactive for 14
mont hs or |onger), the Worker in the new county of
residence will transfer and reopen the case instead of
assigning a new case nunber.

| f an applicant is new and noves to another county before
the application is processed, the application will be a
new denial. The applicant will reapply in the county to
whi ch he noved.

Q The Redeterm nation Process

1.

Conmpl eti on of Redeterm nation
a. Certification Period

Redet erm nations are conpleted on all cases at the
end of their period of certification. Usually, the
period of certification is for twelve (12) nonths.
Mul tiple issuance cases will be reviewed every

twel ve nont hs al so, unless approved for a one tine
only trip or for a short term where the
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condition is likely to change. At the end of the
certification period, all eligibility factors
subj ect to change nust be reevaluated. This
reevaluation is called the redeterm nation. For
changes which will occur before the certification
peri od ends, manual controls are used. Cases are
never certified for nore than twel ve nonths.

b. Begi nni ng and Endi ng of the Redeterm nation Process
The redeterm nation process begi ns when the packet
application/redeterm nation formand the
notification of case redeterm nation is mailed to
the partici pant and ends when the action is
transmtted to report a conpleted redeterm nation
and/ or changes or case closure and the participant
is advised of the action taken via appropriate
correspondence.

2. Control of Redeterm nations

a. Control for redeterm nations is established by
RAPI DS

b. Redet erm nati on Li st
Cases that are DUE and OVERDUE are shown on the
redeterm nation |ist.

C. Deadl i ne for Redeterm nations
The deadline date for transm ssion of the
redetermnations is the 15th of the nmonth in which
it was due. The Worker will have | ess than 30 days
to conplete the review because the printout is
recei ved about four or five days after the 15th of
the nonth before it is due.

d. Conpl eting a Redeterm nation Prior to Due Date

The Worker may conplete a redeterm nation at any
time before the actual due date when he is notified
of any changes that have taken place such as changes
in the famly situation, etc.
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3. Rel ati onship to Food Stanp Redeterm nation

The TRIP redeterm nation will be done at the sane tinme
one of the Food Stanp redeterm nations is being conpleted
so that a schedul e can be established for the two revi ews
t o coi nci de.

EXAMPLE: A Food Stanp case is approved effective 1-93.

It is due for reviewin 7-93. The Worker should conpl ete
both the Food Stanp and TRIP redeterm nations in 7-93 so
that the TRIP redeterm nation will be due at the sane
time every year.

4. Procedure VWhen the Redeterm nation is Inconplete

When the formis returned inconplete, the Worker w il
return it to the client with instructions as to what is

m ssing and will establish another deadline for its
return.

5. Procedure When the Redeterm nati on Request i s Not
Ret ur ned

If the redeterm nation information is not received within
t he deadline set by the Wirker, he will close the case.

If the conpleted formis returned after case closure, it

is to be used as an application to reopen the case. See

Sections L & M

6. Responsibilities of the Worker

The responsibilities of the Worker in the redeterm nation
process are the sane as for an application (see Section L
& M except that the term nal transaction will be a
change and the client will be notified of any changes.

No ID card is necessary unless the client requests a new
one.

R. Speci al Procedures in Processing Redetern nations

1. More than One TRIP Case in the Hone Due for
Redet er m nati on

If two individuals in the same home (ex: husband and
wi fe) both receive TRIP tickets, and they have separate
cases, two redeterni nations are necessary. One
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redeterm nation formis necessary for each case nunber no
matter how many case nunbers are within the same benefit

group.

2. Case Transfer During Month of Redeterm nation
If a TRIP case is transferred to another county at such a
time that the original county is not able to conplete the
redeterm nati on, the new county nmust be notified by
menor andum or term nal nessage that the case is due for
revi ew,
S. The Case Mai ntenance Process

During the period of tinme between redeterm nations, the Worker

wi ||

receive information concerning various cases that require

changes and cl osure acti on.

1.

Initiati on of Case Mui nt enance

The Worker perfornms case nmaintenance tasks as a result of
information received fromthe client regarding changes in
his circunstances. Whenever changes of this type are
made as a result of information provided by the client,

t he worker may elect to conplete a full scale
redetermnation if he feels it is in the best interests
of the Agency and client to do so. For exanple, if

numer ous changes are required or if the redeterm nation
date is near, the Worker may find it convenient to
conplete a redeterm nation

Transfer of Cases
See Item P.
Case Cl osures

a. Case closure may occur as a result of (1) failure

to neet eligibility factors, (2) loss of contact, (3)
failure of client to provide information needed to
establish continuing eligibility and/or provide docunents
needed for verification and (4) client's request. Loss
of contact is defined as the failure of the client to
respond to correspondence when the Department uses its
nost current information in the attenpted contact. The
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Wor ker nmust make a reasonable attenpt to contact the
client before case closure.

b. In any situation, the Worker will conplete the
closure transaction and informthe participant in
witing that his case is being closed and the reason
for the closure.

T. Responsibility of the Econom c Service Wbrker

1. The Worker will informthe client of his responsibility
to report all changes in his situation.

2. The Worker will accept information fromthe client.

3. On the basis of new information, the Worker wil
redetermne eligibility and nake any necessary system
transactions to update the case.

4. The Worker will notify the client of any changes which
affect his eligibility. The changes involving adverse
actions are subject to ten day advance noti ce.

u. Speci al Procedures in the Case Mii ntenance Process
1. Non-recei pt of Authorization Card

If the client does not receive an authorization card,
there are certain procedures that nust be foll owed before
a manual card is issued for replacenent. |t is necessary
to make sure the card was mailed to the correct address.
If not, the OFfice of Financial Services mnmust be
contacted to see if the card has been returned. All

aut horization cards returned fromthe Post Ofice to

Fi nanci al Services will be sent to the county office,
usually by the 10th of any nmonth. When it is returned,

it can be forwarded to the client's new address. Wen it
is not returned and a termnal inquiry of cashed checks
shows it was not cashed, a manually witten card may be

i ssued. Justification in the form of conplete case
record recordings outlining each step in the process is
needed.
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2. Mai |l |ssuance from County Office Not Received

a. If a client has requested mail issuance and the
tickets are lost in the mail between the | ocal
office and the client's home, a TRIP-38 nust be
conpleted and a manually witten authorization card
may be issued. The client will not be required to
pay for the tickets again.

b. If after followup with the postal authorities, it
appears that the books were delivered and then
stolen, a report should be filed with the
appropriate | aw enforcenent agency. |In the event
t he household reports two instances of non-delivery,
t hey nust be denied mail issuance.

3. Lost Authorization Card

| f the authorization card is lost, it may be replaced if

a termnal inquiry shows it has not been cashed, and if

the client will sign a statenent that says he | ost the

card, but should he find it, he will not redeemit.
4. Stol en Authorization Card and TRIP Tickets

| f the authorization card is stolen, it may be repl aced

if a systeminquiry shows it has not been cashed and if

the client can provide proof of the theft via police
report. This also applies if the TRIP tickets thensel ves
wer e stol en.

5. Lost TRIP Tickets
If TRIP Tickets are | ost, they cannot be repl aced.

6. Notification to Issuance Clerk

I n instances where the whereabouts of the authorization
card i s unknown (not received by the client and not
returned to Financial Services) and a replacenent was

i ssued, the issuance clerk should be instructed to watch
for the original authorization card.
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Ineligibility for Mail |ssuance

If a client's TRIP tickets or authorization card nmust be
replaced tw ce because he did not receive the card or the
tickets in the mail, he will no longer be eligible for
mai | i ssuance. The issuance clerk nust be notified of
each instance.

Refund of Purchase Requi renent

a. Under the follow ng conditions, the purchase cost of
transportation tickets may be refunded to the
benefit group by request fromthe client, the
aut hori zed representative, legal commttee, or a
| egal | y appointed adm nistrator of an estate:

(1). an aut hori zed provider of transportation is
no |l onger available in the area of the
househol d' s residence;

(2). death of all eligible benefit group
menbers;
(3). nmovi ng out of state or to an area where the

TRIP Programis not in operation; or

(4). return of an ineligible issuance or an
i ssuance to correct an overcharge of the
purchase price.

I f the request for refund is not for any of the
previously |listed reasons, a refund cannot be made
wi t hout special approval through the TRIP

Coordi nator, Office of Fam |y Support.

b. The Form ES-TR-6 is to be conpleted on the | ocal
level in an original and two copies. The original
is sent to:

(1). Departnent of Health and Human Resources
O fice of Fam |y Support
Transportation Renmuneration Incentive Program
Capi tol Conpl ex
Bui | di ng 6, Room 749
Charl eston, West Virginia 25305
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along with the transportation books for paynment
and auditing purposes. One copy is given to the
person requesting the refund as a receipt for
the returned books, and the remmining copy is
filed in the benefit group's case record.

(2). The information will be processed for
eval uati on and the amount of refund due
will be made. Paynment shoul d be received

by the person requesting the refund in
approxi mately 30 days.

(3). The returned TRIP tickets will be cancelled
and retained at the State O fice for

audi ting purposes.

V. Extra TRI P Benefits Due to Special Circunmstances

There are special circunmstances which would qualify a
participant for extra TRIP ticket books.

1.

Aut hori zed Attendant (AA)

An Aut horized Attendant is an individual designated by
the participant to assist the participant in his travels.

a. Requirements for Eligibility

The individual requesting extra benefits due to the
need for an Authorized Attendant to travel w th nust
have an active TRIP case and nust provide nedi cal
verification of the need. There nust also be
soneone available to fill this need. The AA nay be
any responsi ble person the client designates whether
he is a nmenber of the famly or not.

b. Usage and |ssuance of Extra Tickets for AA
(1). Extra ticket books are issued in the nane

of the participant but used to pay the
Aut hori zed Attendant's travel costs.
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(2). When issuing extra ticket books for an
Aut hori zed Attendant, the books are issued
in the case nane and the client is
requested to retain possession of these
extra books. In no instances shall the
number of extra ticket books for an
Aut hori zed Attendant exceed the nunber of
regul ar and nul tiple issuance books to the
client. For exanple, if the client needs
an Aut horized Attendant and two extra books
via multiple issuance for traveling to his
physi ci an, then issuance for his Authorized
Att endant woul d be three books to equal the
regular and nultiple issuance of the
client. (The client receives one regular
book and two extra books.)

(3). If the client needs one book of regul ar
i ssuance and an Aut horized Attendant, then
one extra book is issued to the Authorized
At t endant .

2. Mul tiple Issuance (M)

Consi deration may be given in special situations for

mul tiple ticket book issuance beyond the normal issuance
of one $8 ticket book per month. A limt of three extra
books per nmonth per partici pant cannot be exceeded
regardl ess of the situation or total cost of the travel.

3. Requirenment for Eligibility

The individual requesting extra benefits due to the need
for Multiple Issuance nust have an active TRI P case, and
nmust provide nmedical verification that the travel is (1)
for nmedical reasons, (2) because of a handicap condition
or (3) part of a treatnment plan. One of the follow ng
Situations nust exist before the client is eligible for
M :

a. Client is required to nmake nmonthly or nore frequent
(daily, weekly, bi-weekly) trips to physician or
medi cal facility that cannot be nmet through one
regul ar book via the nobst econom cal transportation
avai | abl e.
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b. Because of a handi cap or nedical condition, the
client nust use a nore expensive formof travel than
m ght normally be necessary.

cC. Shel tered workshops or simlar facilities are not
medi cal facilities in the usual sense of the term
However, sheltered workshops serve a group of TRIP
participants. In such, Miltiple Issuance may be
considered for clients who attend sheltered
wor kshops. Verification froma physician or
psychiatrist nmust indicate that the client's
wor kshop attendance is part of his treatnment plan.

d. In certain situations, a physician may prescribe
travel to a certain destination for his patient as
part of the treatnment plan. Miltiple Issuance may
be approved for these situations. Medical
verification nust be obtained and the physician nust
specifically state that such a trip is a part of the
overall treatnent plan for the client.

Usage

Extra ticket books are issued in the case nane. A book
of TRIP tickets may not be divided for issuance purposes,
so a client may receive nore tickets than needed.

Procedure for Approval of Extra Benefits for AA/M
The Worker nust prepare a brief sunmmary of justification
to be submtted to his Supervisor. The summry nmust
contain the follow ng:
a. Aut hori zed Attendant

(1). Justification for the need for an

aut hori zed attendant (attach nedica
verification).

(2). Number of extra books to be issued to the
partici pant on a nonthly basis (maxi num of
t hree).
(3). Name and address of the attendant.
6/ 98 296



W/ I NCOVE CHAPTER 19 - EMERGENCY AND SPECI AL ASSI STANCE PROGRANMS
MAI NTENANCE VANUAL 19.10

b. Mul tiple Issuance

(1). Distance in mles of travel fromresidence
to service center, physician, nedical
facility and/or sheltered workshop.

(2). Type of transportation avail abl e.

(3). Cost per round trip on the nost econom cal
type of transportation avail abl e.

(4). Requi red nunmber of trips on a weekly basis
and the resulting total nunmber of trips
during the nmonth of issuance.

(5). The justification for nore expensive type
of transportation if client is not using
t he nost econom cal type of transportation

avai |l abl e.
cC. Supervi sory Responsibilities
(1). The Supervi sor nmust approve any extra

i ssuance. This can be done for a maxi num
of six nonths at a tinme. The maxi num
nunber of extra books issued for any given
nmonth is three per person in the benefit
group for a total of 4 books. The nultiple
i ssuance aut horization cards nust be issued
each nont h.

(2). Extra ticket books for M are done via a
manual |y witten authorization card. The
Supervisor nmust initial each manual card
i ssued for AA and M and note in the upper
ri ght-hand corner of the card whether the
i ssuance is for "AA" or "M".

6. Accountability and Reporting of AA/M Issuance

Si nce issuance for Multiple Issuance and Aut hori zed
Attendant is handled on a manual basis, the Supervisor
wi Il be responsible for maintaining controls on these
cases. There will be no routine reporting of these, but
Supervisors nust supply information to the TRIP

Coordi nator upon request. The nunber of extra books

i ssued each nmonth is the only control necessary.
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W The TRI P Data System

All information is to be entered into the RAPIDS data system
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