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NOTE: The Worker must not use year-to-date amounts on pay stubs to 
consider, anticipate or verify income unless the client has verification of all 
payment amounts, but is missing only one. 
 
Step 1: Determine the amount of income received by all persons in 

the Income Group in the 30 calendar days prior to the 
application/redetermination date.  

 
The appropriate time period is determined by counting back 
30 days beginning with the calendar day prior to the date of 
application/redetermination.  The income from this 30-day 
period is the minimum amount of income which must be 
considered.  When, in the Worker’s judgment, future income 
may be more reasonably anticipated by considering the 
income from a longer period of time, the Worker considers 
income for the time period he determines to be reasonable.  
Whether the Worker considers income from the prior 30 
days, or from a longer period of time, all of the income 
received from that source during that time period must be 
considered.  All pay periods during the appropriate time 
period must be considered and must be consecutive. 
 
When the client applies or is redetermined on the day 
income has or will be received, income received on that date 
is also considered along with the income from at least the 
prior 30 days from the same source. 
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Step 2: Determine if the income from the previous 30 days is 
reasonably expected to continue into the new certification 
period. 

   
If it is not expected to continue, the income from this source 
is no longer considered for use in the new certification 
period.   
 
If it is expected to continue, determine if the amount is 
reasonably expected to be more or less the same.  If so, the 
income source is used for the new certification period and 
treated according to item 4 below.  If it is not expected to 
continue at more or less the same amount, the income 
source is used for the new certification period and treated 
according to item 3 below. 
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This is the amount used as income for the month following the 
change.  Income from this first month must not be used to convert 
the income to a monthly amount until the second month following 
the change.    

 
6. Examples 

 
The following are examples of methods to anticipate income, based on 
several different situations.  The Worker must always base anticipated 
income on the individual situation, not solely on the information contained 
in the examples below. 
 
EXAMPLE: An application is made on June 22nd.  The client indicates 
that he is paid biweekly and he does not expect any change in his income.  
The Worker requests that the client provide information about pay 
received in the 30 days prior to June 22nd and uses this income to 
anticipate income for the certification period. The Worker records the 
client’s statement about expecting no changes, as well as how the income 
was verified and the method used to convert the income to a monthly 
amount. 
 
EXAMPLE: Same situation as previous example, except that the client 
indicates that his pay fluctuates each pay day and he expects this pattern 
to continue without any change in status, rate or source of income.  After a 
discussion with the client, the Worker and client agree that 2 additional 
pay periods prior will provide enough information to reasonably anticipate 
income for the certification period.  The Worker records the results of the 
discussion with the client, how the income was verified and the method 
used to convert the income to a monthly amount. 
 
EXAMPLE: A redetermination is conducted on July 7th.  The client 
indicates that he is paid weekly and his income fluctuates because his 
hours of work are unpredictable.  He also states that beginning the 
following month, he will receive an increase in his hourly rate.  The Worker 
requests that the client provide income for the 60 days prior to the 
redetermination date in order to anticipate the average number of hours 
the client works.  He requests the information from the past 60 days 
because the Worker and the client agree that 60 days provides a good 
indication of the fluctuations in his income.  The Worker uses the average 
number of hours the client works, based on the previous 60 days, but uses 
the new hourly pay rate to anticipate income for the new certification 
period. The Worker records the client’s statement about fluctuating hours, 
the new pay rate, how the number of hours was verified and calculated, 
how the new hourly rate was verified, why income from the previous 60 
days was requested, and how the anticipated amount was calculated. 
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The Worker records details about payments and payment dates from each 
of the absent parents, how the payments were verified, whether or not any 
income was counted from each source and, if so, how the amount was 
determined. 
 
EXAMPLE:  A waitress, Mrs. Doubtfire, applies on December 7th.  She is 
paid twice a month and provides pay stubs with the following information: 

 

September 15th 20 hrs. $103.00 
 wages 

$40.00 tips 

September 30th 25 hrs. $128.75 
 wages 

$52.00 tips 

October 15th 17 hrs. $87.55 
 wages 

$35.00 tips 

October 30th 20 hrs. $103.00 
 wages 

$42.00 tips 

November 15th 7 hrs. $36.05 
 wages 

$7.00 tips 

November 30th 25 hrs. $128.75 
 wages 

$60.00 tips 

 
Ms. Doubtfire provides the following additional information:  She earns 
$5.15/hr.  She does get some tips, but rarely the amount shown on her 
pay stubs.  She says that the employer determines the amount shown as 
tips by some formula that she does not understand because he is required 
by IRS to report them.  She does not have to share her tips with any other 
employee and they do not share tips with her.  She says that during a 
“good” week she makes about $20 in tips.  The employer never sees her 
tips, she does not report the amount to him and is not required to do so.  
The Worker pends the case for verification of the way the employer 
determines the amount of tips shown on her pay stubs and reported to the 
IRS.  The client provides the following note from the employer: 

 
  To Whom It May Concern: 

 
Ms. Doubtfire works for me at the Dew Drop Inn as a waitress.  I pay her 
$5.15 for every hour she works.  She does make some in tips, but I don’t 
know how much.  The IRS makes me figure her tips so I do it according to 
how much food she sells.  I don’t think she really gets that much.  None of 
my waitresses do, but the IRS makes me do it. 

 
       Very truly yours, 
       Big Pat Holcomb 


