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10. 24 W WORKS

This Section contains specific instructions for determ ning
countabl e i ncome and the benefit level for W WORKS.

A. BUDGETI NG METHOD

Eligibility is determ ned and benefits are issued on a

nmont hly basis. Therefore, it is necessary to determ ne a
nont hly amount of income to count for the eligibility period.
The followi ng information applies to earned and unear ned

i ncome.

For all cases, the Wirker nust determ ne the amount of incone
t hat can be reasonably anticipated for the AG For al

cases, inconme is projected*; past income is used only when it
reflects the incone the client reasonably expects to receive.

*NOTE: There is one exception to this. It is found belowin
item 5.

1. Met hods for Reasonably Anticipating Incone

There are 2 nmethods for reasonably anticipating the

i ncome the client expects to receive. One nethod uses
past income and the other method uses future incone.
Bot h net hods may be used for the same AG for the sanme
certification period because the nethod used varies with
the circunstances of each source of income. The
situations which pronpt usage of one or the other method
are listed below. Mre details are contained in the
follow itens.

Use past inconme only when both of the follow ng
conditions exist for a source of incone:

1 I ncome fromthe source is expected to continue into
the certification period; and

The anmount of income fromthe sane source is
expected to be nore or |ess the sane.

NOTE: For these purposes, the sane source of earned

i nconme nmeans incone fromthe same enpl oyer, not just the
continued recei pt of earned incone.

Use future inconme when either of the follow ng
conditions exist for a source of incone:
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I ncone froma new source is expected to be received
in the certification period; or

The rate of pay or the nunmber of hours worked for
an old source is expected to change during the
certification period.

NOTE: For these purposes, a new source of earned
i ncome means incone froma different enployer.

I ncone that normally fluctuates does not require
use of future inconme. Future incone is used for
ol d sources only when the hourly, weekly, nonthly,
etc. rate of pay changes or the nunber of hours
wor ked during a pay period increases or decreases
per manent | y.

EXAMPLE: The T famly nmenbers have the follow ng
income: M. T has earnings that fluctuate greatly
fromweek to week. He expects no change in his
earnings. Ms. T was earning a substantial nonthly

salary, but was laid off |ast week. She will begin
wor k next week at a job that pays $5.15/hr. She

does not know how many hours she will work, but her
enpl oyer has told her she will work a m ni mum of 20

hrs/wk. M. T s income is anticipated by using his
past income as an indication of what he can expect
to receive in the certification period. Ms. Ts

i ncome froman old source cannot be used because it
will not be received in the upcom ng certification
period. Instead, the Wrker nust anticipate what
her future earnings will be based on the best

i nformation available at the time. M. T s source
of incone neets the requirenments for using past
income to anticipate the future income, but Ms.

T s source is new and nust be projected.

2. Consi der ati on of Past | ncone

It

IS necessary to consider information about the

client’s incone sources before the Worker can deci de
whi ch income to use. The Worker must follow the steps
bel ow for each old i ncome source.

NOTE: For the use of year-to-date anmounts on pay stubs.
See Section 4.2,B.
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Step 1: Determne the anount of inconme received by all
persons in the Income Goup in the 30 cal endar days
prior to the application/redetermn nation date.

The appropriate tinme period is determ ned by counting
back 30 days beginning with the cal endar day prior to
the date of application/redeterm nation. The inconme
fromthis 30-day period is the m nirum anount of incone
whi ch nmust be considered. When, in the Worker’s
judgnment, future income may be nore reasonably

antici pated by considering the incone froma | onger
period of tinme, the Worker considers income for the tinme
peri od he determ nes to be reasonable. Wether the

Wor ker considers income fromthe prior 30 days, or from
a |l onger period of time, all of the incone received from
t hat source during that tinme period nust be consi dered.
All pay periods during the appropriate time period nust
be consi dered and nust be consecuti ve.

When the client applies or is redetern ned on the day

i ncome has or will be received, incone received on that
date is also considered along with the inconme from at

| east the prior 30 days fromthe same source.

When the client applies on one day, but the
application/redeterm nation interview is conducted
later, all income received between the date of
application and the date of the interview is considered
along with the incone fromat |east the

30 days prior to the date of application fromthe sane
sour ce.

EXAMPLE: Application/interview date = June 1st
Pai d weekly on Fridays
Last pay = May 28th

Pays in last 30 days = May 28th
May 21st
May 14th
May 7th

EXAMPLE: Application/interview date = Decenber 6" **

Pai d weekly on Mondays
Last pay = Decenber 6th **

Pays in |last 30 days = Novenber 29th
Novenber 22nd
Novenber 15th
Novenber 8th
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** Because he was paid on the date of
application, the
Decenber 6'" pay nmust al so be consi der ed.

EXAMPLE: Application date = October 8th **
Interview date = October 20th **
Pai d weekly on Fridays
Last pay at application = October 8th *=*
Last pay at interview = October 15th **

Pays in |last 30 days (prior to application) =
Oct ober 1st

Sept enber 24th

Sept enber 17th

Sept ember 10t"

** Because he was paid on the date of
application, the October 8!" Pay nust al so be
considered. In addition, between the date of
application and the date of the interview, he
was paid on

Oct ober 15", This pay nust al so be
consi der ed.

Step 2. Determne if the income fromthe previous 30
days i s reasonably expected to continue into the new
certification period.

If it is not expected to continue, the incone fromthis
source is no |longer considered for use in the new
certification period.

If it is expected to continue, determne if the anount

is reasonably expected to be nore or less the sanme. |If
so, the income source is used for the new certification
period and treated according to item4 below. If it is

not expected to continue at nore or |less the sanme
anount, the income source is used for the new
certification period and treated according to item 3
bel ow.

Step 3: Record the results of Step 2, including the
anmount of income, why the source is or is not being

consi dered for the new certification period, the
client’s statenment about continuation of the income from
this source, the tinme period used, and, if nore than the
previ ous 30 days, the reason additional incone was
consi der ed.
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Once the Worker has determned all of the old sources of
i ncome to consider and the tinme period for which they
are consi dered, he nust then deternmne if any source
shoul d be considered for future incone.

3. Consi derati on of Future |ncone

When the client reasonably expects to receive incone
froma new source during the new certification period,
or when the anount of income froman old source is
expected to change, the Wbrker nust consider the income
whi ch can be reasonably expected to be received.

NOTE: When t he anount of income or the date of receipt
cannot be reasonably anticipated, incone fromthat
source is not considered until the necessary information
can be obtained. See Step 2 bel ow.

Step 1. Determne if the Income Group expects to
receive incone froma new source, or expects a different
anmount froman old source, in the new certification

peri od.

If not, none of the followi ng steps are necessary.
However, the Worker nust record the client’s statenent
t hat he does not expected inconme froma new source.

Step 2: Det erm ne the amount of inconme the client can
be reasonably expected to receive fromthe new source,
or the new anbunt fromthe ol d source.

If the amount of income cannot be reasonably

antici pated, none of the follow ng steps are necessary
and income fromthis source is not considered for the
new certification period. The Wirker nust record the
client’s statenment that he expects incone froma new
source or that the amount from an old source wll

change. In addition, the Worker nmust record why the
amount of inconme cannot be reasonably antici pated and

i nformation about all the attenpts made to determ ne the
amount .

When it is possible to reasonably anticipate a range of
i ncome, the m ni mum anmount that can be anticipated is
used.

EXAMPLE: A client is scheduled to start work in
February, the nmonth follow ng the nonth of application
He knows he will earn $5. 15/ hour, but is not sure how
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many hours he will work. The Worker verifies through the
enpl oyer that he will work 30-40 hours/week. The Worker
antici pates the income by using 30 hours, the m ni num
nunmber of hours he is expected to work

Step 3: Determ ne when the client can be reasonably
expected to receive incone fromthe new source or the
changed anmount from the ol d source.

If the date of receipt cannot be reasonably antici pated,
income fromthis source is not considered. The Worker
must record the client’s statenment that he expects incone
froma new source or a change in the amount from an old
source. In addition, the Worker nust record why the date
of recei pt cannot be anticipated and information about
attenmpts made to determ ne the date of receipt.

Step 4. \When the anpunt and date of receipt can be
antici pated, the Worker treats the income according to
item 4 bel ow.

The Worker must record how the amount and date of receipt
wer e projected.

4. How To Use Past And Future | ncone

NOTE: When the anpunt of an anticipated incone source is
determ ned by use of an incone tax return, it is not
necessary to change the nethod by which that incone
source is anticipated at each quarterly redeterm nation
prior to the next axt return, unless the anticipated
incone formthat source for the upcom ng certification
period is expected to change.

Once the Worker determnes all of the income sources
which are to be considered for use, the amobunt of nonthly
inconme is determ ned as follows, based on the frequency
of receipt and whether the anount is stable or
fluctuates.

NOTE: Some past inconme will never be used. When incone
froman old source is not expected to continue into the
new certification period, it will never be used. In
addi tion, some future income wll never be used. When
income froma new source is received, but could not have
been anticipated, that incone is not used.
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When t he When t he Anpunt When t he Anpunt
Frequency of is Stable Fl uct uat es*
Recei pt is:
Mont hl y Use Act ual Use Aver age*
Mont hly Anmpunt Mont hl y Anmpunt
More Often Convert Find Average*
t han Monthly Anmount / peri od Anpunt / peri od and
to Monthly Convert to
Amount Mont hly Amount
Less Often Prorate to Find Prorate to Find
than Monthly Amount for Amount for
I nt ended | nt ended Peri od.
Period. |f Not I f Not Monthly,
Mont hl vy, Convert or
Convert or Prorate Amount
Prorate Anmount

*NOTE: The purpose of finding an average anount of
fluctuating income is to even out the highs and lows in the
amount of income. The client is not , then, required to
report fluctuating income each pay period and the Worker is
not required to change inconme nonthly. See Section 2.17,B
for W WORKS reporting requirenents. Sonetinmes the client
recei ves higher benefits than he would if actual income were
used and sonetinmes he receives | ower benefits. Therefore,
when the Worker has averaged fluctuating income based on the
best information available and the client’s income does not
match the nonthly amount used by the Worker, there is no
repaynment when the client receives higher benefits and no
suppl enmental i ssuance when the client receives | ower
benefits. Should the client report fluctuations in the
amount of inconme, the Worker is only required to recal cul ate
t he countable i ncome when, in his judgenment, the fluctuation
will significantly inpact the coupon allotnment. All changes
reported by the client nust be considered, but not
necessarily used. Reported changes nust be recorded and the
Wor ker nmust record why the reported i ncome was or was not
used.

Conversion of incone to a nonthly anount is acconplished by
mul ti plying an actual or average anount as foll ows:

1 Weekly anmount x 4.3
1 Bi - weekl y anount (every 2 weeks) x 2.15
! Sem -nonthly (tw ce/nmonth) x 2

197



W/ | NCOVE CHAPTER 10 - | NCOVE
MAI NTENANCE MANUAL 10. 24

Proration of incone to determne a nonthly amount is
acconpl i shed by dividing the anount received by the nunber
of time periods it is intended to cover as foll ows:

Bi -nmont hly amount (2 nonths) =+ 2

Quarterly amount (3 nmonths) + 3

Sem - annual anmount (twi ce/year) + 6

Annual amount + 12

6- week amount + 6 and converted to nonthly anpunt
by using x 4.3

8- week anpunt + 8 and converted to nonthly anount
by using x 4.3

EXAMPLE: A woman begi ns working on the 2" Monday of a
nont h. She earns $200/wk and is paid every Friday. Her
average weekly pay is $200. For the 1st nonth she has

earni ngs, she expects to be paid 3 tinmes. Her inconme for
the month is $200 x 3 = $600. A change nust be nmade for the
anticipated inconme fromthe 2" nonth of her enploynent.

EXAMPLE: Famly of 4. The man works and earns a nonthly
salary of $300. His wife works part-tine and is paid
weekly. She earns $5.15/hr., but the number of hours she
wor ks fluctuates each week. Hi s nother receives $150 every
3 nonths fromthe mneral rights to sone property she owns
out of state. His son just received a disability insurance
check in the anmount of $420 for the past 6 weeks. Inconme is
determ ned as foll ows:

Mont hly Pay, Ampount Stable = $300 Salary = Monthly Anpunt

More OfFten, Anpunt Fluctuates = $5.15/hr. x Average No.
Hour s/ week x 4.3 Monthly Anount

Less Often $150 + 3 Mbs. = Monthly Anpunt

Less Often $420 + 6 Wks. x 4.3 Wks. = Monthly Anmount

5. Exception: Use of Actual Income

There is one exception to the rules initens 1 - 4 above.

It applies to both applicants and recipients and requires
use of actual incone instead of conversion or proration of
it.

a. Applicants

When an inconme source termnates in the nonth of
application or in the 30 days prior to the date of
application income fromthis source nust not be
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converted to a nmonthly anount. |nstead, the Worker
must use the actual amount already received from
the term nated source in the nonth of application
pl us the anpunt expected to be received fromthis
source later in the nonth of application. This is
t he anount used as inconme for the nonth of
application. Inconme fromthis source for the past
30 days or fromthe nonth of application nust not
be used to convert the term nated inconme to a

nont hl y anount .

EXAMPLE: A client applies on Septenber 10t". His job
ended on August 31st. He was paid on that date, but
still has another pay due himon Septenber 15'".  Because
the inconme is froma term nated source, the incone from
this source cannot be converted. Instead, the anount

al ready received in the nonth of application ($0) plus

t he ampbunt expected to be received on Septenber 15'" are
used to determine his eligibility and benefit |evel for

t he nonth of application.

Reci pi ents
Vhen:

! A client reports the beginning or ending of a
source of income; and

The client is not expected to receive a full
nonth’s incone, i.e., the appropriate nunmber of
payments within the nonth, income fromthis source
must not be converted to a nonthly anount.

| nst ead, the Worker nust use the actual anount of
income. |If incone fromthe source is ending, no

i ncone fromthe source is counted in future nonths.
I ncome fromthis source for the past 30 days or
fromthe current nonth rmust not be used to convert
the term nated i ncome to a nonthly anpunt.

If the income fromthe source is beginning, the

Wor ker mnmust use incone already received fromthe
source plus the ambunt expected to be received from
this source later in the nonth. This is the amunt
used as incone for the nonth follow ng the change.
Income fromthis first nmonth nust not be used to
convert the inconme to a nonthly amount until the
second nonth follow ng the change.
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6. Exanpl es

The follow ng are exanples of nmethods to anticipate
i nconme, based on several different situations. The
Wor ker nmust al ways base anticipated income on the

i ndi vi dual situation, not solely on the information
contained in the exanpl es bel ow

EXAMPLE: An application is made on June 22", The client
i ndicates that he is paid biweekly and he does not expect
any change in his incone. The Worker requests that the
client provide information about pay received in the 30
days prior to June 22" and uses this incone to
anticipate income for the certification period. The

Wor ker records the client’s statenent about expecting no
changes, as well as how the income was verified and the
met hod used to convert the income to a nonthly anount.

EXAMPLE: Sane situation as previous exanple, except that
the client indicates that his pay fluctuates each pay day
and he expects this pattern to continue w thout any
change in status, rate or source of income. After a

di scussion with the client, the Wirker and client agree
that 2 additional pay periods prior will provide enough
information to reasonably anticipate inconme for the
certification period. The Wirker records the results of
the discussion with the client, how the income was
verified and the nmethod used to convert the income to a
nmont hly anount.

EXAMPLE: A redeterm nation interview is conducted on July
7th.  The client indicates that he is paid weekly and his
i ncome fluctuates because his hours of work are

unpredi ctable. He also states that beginning the
follow ng nonth, he will receive an increase in his
hourly rate. The Wbrker requests that the client provide
incone for the 60 days prior to the redeterm nation date
in order to anticipate the average nunber of hours the
client works. He requests the information fromthe 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 nunmber of hours
the client works, based on the previous 60 days, but uses
the new hourly pay rate to anticipate incone for the new
certification period. The Worker records the client’s
statement about fluctuating hours, the new pay rate, how
t he nunmber of hours was verified and cal cul ated, how the
new hourly rate was verified, why inconme fromthe

previ ous 60 days was requested, and how the antici pated
anount was cal cul at ed.
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EXAMPLE: An application is made July 8th. The client

i ndi cates that he just began a new job 2 weeks prior to
maki ng application. He is paid weekly and has received 2
pays. He indicates that his enployer has told himthat,
al though his hourly rate will not increase in the near
future, he can expect an increase in his hours after his
training period is finished in 2 weeks. However, the
increase in hours is dependent upon how much work is
avai l abl e and the increased nunber of hours is

unpredi ctable. The Worker requests all income which the
client has received fromthe new job prior to the date of
application. This actual anount of income fromthe new
source is counted for July, the nonth of application.
Since the number of increased hours cannot be

antici pated, the m nimum nunmber of hours, i.e., the
ampbunt he has worked each week for the first 2 weeks, is
used to anticipate incone for the next 2 nonths of the 3-
nmonth certification period. The Worker records how the

i nconme was verified and determ ned for the nonth of
application, how the incone was cal cul ated for the nonths
following the nonth of application.

EXAMPLE: An application is made June 26'" and the client
i ndi cates that he began a new job the week prior to
application. He is going to be paid biweekly and has not
received a pay yet. He states that he will work 35 hours
per week and receive $12.75 per hour. The client does
not expect any changes in hours or rate of pay. The

Wor ker requests a statenment fromthe client’s enpl oyer
for the nunmber of hours and hourly rate of pay and
anticipates inconme for the certification period as
fol |l ows:

$12.75 hourly rate
X 70 hours for 2 weeks
$892.50 Anticipated biweekly pay

$892. 50
x 2.15
$1918. 88 Antici pated nonthly pay

The Worker records the client’s statenent about no
expected changes in incone and his | ack of pay to date as
well as how the inconme was verified and cal cul at ed.

EXAMPLE: An application is nmade Septenber 13'h and the
client states that he is self-enployed. He grows and
sells Christmas trees. Most of his income for the year
fromthe sale of trees is earned during the nonths of
Novermber and Decenber. In addition, he sells the
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| eftover trees to the |ocal city governnent to use for
mul ch. He receives sonme inconme each nonth fromthe

| eftover trees and the anount fluctuates during the year.
He states that he anticipates that his earnings will be

| ess from Christmas sales this year because many of his
trees were damaged in a fire last spring. He esti mates
he lost at |east half of the trees which he planned to
sell this year. He is unable to determne at this tinme
if his sale of trees to the city will be affected after
Christmas, but currently his inconme fromthis source has
not changed. The Worker requests that the client provide
income received in the previous year fromhis sales to
the city and his Christmas tree sale earnings for the
previ ous season. Anticipated inconme is based on an
average of nonthly sales to the city and % of the
previous year’s Christmas tree sal es. The Wbr ker
records the client’s situation in detail, how past incone
was verified and the method used to anticipate inconme for
the new certification period.

EXAMPLE: A woman applies on March 2", She does not
wor k and her only source of inconme is child support from

3 absent parents. Inconme from Absent Parent A is
regularly received, but the amount varies. |Inconme from
Absent Parent B is always the sanme anount, but she never
knows when she will receive it. Absent Parent C pays

regularly and the amount is nore or |ess the sanme. The
Wor ker requests verification as follows: A s paynents
for the last 6 nonths; B's paynents for the last 6

nont hs; C s paynents for the last 3 nonths. She reports
and verifies the following income fromthe 3 sources:

Parent A: March 1st $450. 00
February 1st $ 75.00
January 1st $123. 00

Decenber 1st $850. 00
Novenber 1st $170. 00
Oct ober 1st $100. 00

Par ent B: February 14th $250. 00
January 10t" $250. 00
Novenber 20th $250. 00

Parent C: February 20t" $300. 00
January 20t" $300. 00
December 20'" $300. 00

The Worker finds the average nonthly payment made by
Parent A and projects the incone to continue. The Wbrker
and the client cannot reasonably anticipate that any
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payments will be received in the new certification period
from Parent B, so no incone is counted fromthis source.
Parent C pays the same amount at the sane tine, so
$300/mo. is counted from Parent C.

The Worker records details about paynents and paynent
dates from each of the absent parents, how the paynents
were verified, whether or not any incone was counted from
each source and, if so, how the ampunt was determ ned.

EXAMPLE: A waitress, Ms. Doubtfire, applies on Decenber
7th. She is paid twice a nonth and provides pay stubs
with the follow ng information:

Sept enber 35 $180. 25 wages $88. 00
15t h hrs. tips
Sept enber 60 $309. 00 wages $130. 00
30th hrs. tips
Cct ober 15th 32 $164. 80 wages $83. 00
hrs. tips
Cct ober 30t h 35 $180. 25 wages $88. 00
hrs. tips
Novenber 12 $61. 80 wages $32. 00
15t h hrs. tips
Novenber 35 $180. 25 wages $88. 00
30th hrs. tips

During the interview Ms. Doubtfire provides the follow ng
addi tional information: She earns $5.15/hr. She does
get sone tips, but rarely the anmount shown on her pay
stubs. She says that the enployer determ nes the anmpunt
shown as tips by sone fornula that she does not
under st and because he is required by IRS to report them
She does not have to share her tips with any other

enpl oyee and they do not share tips with her. She says
that during a “good” week she makes about $20 in tips.
The enmpl oyer never sees her tips, she does not report the
amount to himand is not required to do so. The Worker
sends the case for verification of the way the enpl oyer
det erm nes the anmount of tips shown on her pay stubs and
reported to the IRS. The client provides the follow ng
note fromthe enpl oyer
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To Whom It May Concern:

Ms. Doubtfire works for me at the Dew Drop Inn as a
waitress. | pay her $5.15 for every hour she works. She
does make sonme in tips, but I don’'t know how much. The
| RS nakes ne figure her tips so | do it according to how
much food she sells. |1 don’t think she really gets that
much. None of ny waitresses do, but the IRS nakes ne do
it.

Very truly yours,

Bi g Pat Hol conmb

There is no 3'd-party, independent verification available
for the anount of Ms. Doubtfire's tips. However, she
does state that she receives tips, so incone fromthe
ti ps cannot be disregarded. The only way to verify the
ampunt of tips is to accept her statenent as to the
anmount .

There is no other source of verification available, so the

Wor ker must accept her statement. The Worker nust record that
the empl oyer confirmed that the tips shown on the pay stubs do
not necessarily reflect the amount she actually receives, that
this is the best information that can be provided to verify the
situation and that the client’s statenent is accepted as
verification.

B. | NCOVE DI SREGARDS AND DEDUCTI ONS

The follow ng disregards and deductions are applied to incone.
1. Earned I ncone

I f new enpl oynment is not reported, w thout good cause,
within 10 days of the date an AG nenber or disqualified
person begins the enploynent, the earned incone

di sregards and deductions are not applied to any nonth’s
i ncome for which earnings were not reported. These sane
di sregards and deductions are not applied to any

earni ngs received during the tinme the enploynent is
unreported. In addition, when new enploynent is not
reported, as required by the PRC, the appropriate
sanction is applied. See Chapter 13.

a. Earned | ncone Di sregard

The gross earned incone of all Income G oup nenbers
I's reduced by 60% The remai ning amount is the
count abl e earned i ncone.
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b. Dependent Care Deduction

When t he enpl oyed AG nenber or disqualified person
must pay for dependent child or incapacitated adult
care to accept or continue enploynment or training,
a deduction fromincone nust be allowed. The
amount nust be allowed, as paid, up to the maxi num
anounts shown below. The maxi mum anounts are based
on the age of the dependent and are the maxi mum

al l owed for each dependent. The dependent need not
be receiving W WORKS for the deduction to apply.

AGE OF DEPENDENT MAXI MUM MONTHLY
DEDUCTI ON

Under Age 2 $200

Age 2 or Over $175

Only paynments made fromthe person’s own funds are
deductible. Clients with these expenses nust be

offered a referral to the O fice of Social Services
for help in neeting these expenses. However, there
Is no penalty for failure to accept these services.

Unear ned | ncone

The only unearned i nconme disregard or deduction is the
first $50 of redirected child support.

Speci al consideration nmust be given to applicants as
fol | ows.

If the client is receiving child support paynents at the
time of application, and the application is approved, it
may not be possible or practical for himto redirect the
support paynent received during the effective nonth of

approval. It is also possible that the child support,
whi ch has al ready been redirected to BCSE, has been
released to the client. 1In these situations, the first

$50 is disregarded and the remni nder is counted as
I ncone.

The client is not considered out of conpliance with the
redirection requirenent if he fails to redirect when:

- The child support paynent is received during the
effective nmonth of approval of the application.
The Worker considers the unredirected child support
paynment in excess of $50 as income only in the
nmont h of application.
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- It is the initial child support paynent that is
received by a recipient. The overpaynent is
recovered through the BCSE repaynent process and
the child support payment is not counted as incone.

Al child support nust be redirected, unless only a DCA
paynment i s received.

C. DETERM NI NG ELI GI BI LI TY AND BENEFI T LEVEL

NOTE: See Section 2.17,D for the procedure used to determ ne
an individual’s portion of a cash assistance check when
requested by SSA for an SSI recipient.

To deternmine eligibility for a DCA paynent, see Chapter 1.
Count abl e income is used to determne eligibility only. It is
not used to determ ne the anount of the DCA paynent.

NOTE: The income of the disqualified person(s) is included in
determ ni ng the amount of incone available to the AG  However,
the needs of the disqualified person(s) are not considered in
any step of the eligibility determ nation process.

NOTE: The earned incone of a child or parent, under age 18,
who is enrolled in secondary school or a programfor a GED, is
di sregarded at all steps of the eligibility determ nation
process.

1. Determining Eligibility - 100% of Need Test

The AGis ineligible in any nonth that its non-excluded
nmont hly gross incone exceeds 100% of the Standard of
Need. The test is applied as foll ows:

Step 1: Add together the total non-excluded gross
earned income, the gross profit fromself-
enpl oynment and the non-excluded gross
unearned incone of the AG and any
di squalified person(s).

Step 2: Determ ne the 100% of Need anount in Appendi x
A of this Chapter for the appropriate AG
size, excluding the disqualified person(s).

Step 3: If the ampunt in Step 1 is greater than the
anount in Step 2, the AGis ineligible.

Step 4: If the ampunt in Step 1 is equal to or |ess
than the ampunt in Step 2, the AGis eligible
for further determ nations.
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2. Benefit Reductions and | ncentives

a. Non- AG Menber (s) or Non-Di squalified Individual (s)
Living Wth The AG - Benefit Reduction

VWhen an adult(s) or foster child(ren), who is not
an AG nmenber or disqualified individual, lives in
the home with the AG regardl ess of the
relationship to AG nenbers or the disqualified
person(s), the benefit anount is reduced by 25%
In the following living situations, the benefit is
not reduced:

- A child(ren) who is not a foster child(ren)
and who is not required to be in the AG Ilives
in the honme.

- A child(ren) lives with a non-parent
caretaker relative and the caretaker chooses
not to be included in the AG  This applies
regardl ess of the nunber of adults in the
hone.

- An np lives with a | egal guardian; an adult
relative, other than a parent; or an
unrel ated adult who is not eligible to be
i ncl uded or chooses not to be included in the
AG.

- An np lives in a group setting because she
cannot live with a parent.

- Resi dents of honel ess or donestic viol ence
shelters or rehabilitation or treatnent
centers where the famly of the patient is
all owed to reside.

- An i ndi vi dual who woul d ot herwi se be
i ncluded, but is excluded by law, lives with
the AG. These are as foll ows:

C | ndi vi dual s who cannot be included in
t he AG because they have been convicted
in federal or state court of having made
a fraudul ent statenent or representation
about residence to receive TANF, W
WORKS, Medi caid, Food Stanps or SSI.

C I ndi vi dual s who cannot be included in
t he AG because they are fleeing to avoid
prosecution, or custody/confinement

207



W/ | NCOVE
MAI NTENANCE MANUAL

CHAPTER 10 - | NCOMVE
10. 24

after conviction, for a felony or an
attenpt to commt a felony.

C I ndi vi dual s who cannot be included in
t he AG because they are violating a
condition of probation or parole which
was i nposed under federal or state |aw

C | ndi vi dual s who cannot be included in
t he AG because they have been convicted
of a felony under federal or state |aw
when the offense invol ves the
possession, use or distribution of a
control |l ed substance, as defined in
Section 102(6) of the Controlled
Subst ance Act and when the offense
occurred on or after 8/23/96.

C Parent (s) disqualified for failure to
report that child is or will be absent
fromthe honme for nore than 30 days.

NOTE: The reduction is applied to the benefit
anmount after all disregards and deductions are
applied to inconme. The reduction is never nore
t han 25% regardl ess of the nunmber of non-AG
menbers living in the hone.

The reduction is effective at application or the
nonth follow ng the nonth in which the person(s)
begins to live with the AG  Advance notice
requi renments apply.

AG I ncludes Legally Married Parent(s) - Marriage
I ncentive

A $100 benefit increase is provided to any W
WORKS fam |y when the AG includes a man and wonman
who are legally married to each other and the
dependent child(ren) of one or both. The
marriage incentive is $100, in addition to the
cal cul ated benefit amount for the famly. It is
added after all applicable disregards and
deductions are applied to incone and after al
appl i cabl e reductions are applied. The incentive
amount is then added to the cal cul ated benefit
amount. See Chapter 4 for verification
requirenments for the incentive.

NOTE: Legal marriage includes a common-| aw
marri age established in a state which recogni zed
such marriages, so |ong as the common-| aw
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marri age can be docunented. See Chapter 15 for
states in which common-|law marri ages are or were
previ ously recogni zed.

NOTE: The incentive is applicable, even when the
famly is eligible for the maxi num W WORKS
paynent .

For applicants, the incentive is effective at
approval, assum ng the appropriate verification
has been provided. For recipients, the incentive
anmount is added effective the nonth follow ng the
nonth in which the marriage is verified. |If the
coupl e separates or divorces while receiving W
WORKS with the incentive, the incentive is
renmoved. This also applies when one or both
parents is disqualified. Adverse action notice
requi renents apply.

Child Support Incentive (CSI)

A $50 benefit increase is provided to any W
WORKS AG when child support, in any anount,
is collected for a child in the AG

NOTE: The CSI is applicable, even when the
famly is eligible for the maxi nrum W WORKS
paynment. When an applicant receives child
support in the nonth of W WORKS approval,
either directly fromthe absent parent, or
fromBSCE, no CSI is issued for the nonth of
approval. For all other applicants and

reci pients, the CSI is effective the nonth
following the nonth child support is
redirected. |If child support is not paid to
BCSE for a given nmonth, no CSI is issued for
that given nmonth in the follow ng nonth.

To receive the CSI, the follow ng conditions
must be net.

! Child support is redirected to BCSE, and

1 The redirected ambunt is current child
support**; and

The OSCAR child support paynment code on
RAPI DS Screen I VFI is AC, GR or AR, and

The child for whom the support was paid
is a W WORKS recipient for the
col l ecti on nont h.
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**Current support is child support for a
nmonth that CSI is automatically issued.

RAPI DS processes BCSE collection information
a nonth after the collection is received and
CSI paynents are automatically issued for the
current nonth (the nonth of recei pt by BCSE)
and the 3 nonths immedi ately precedi ng the
current nonth. The CSI check is issued
after the first weekend of the RAPIDS
processi ng nonth, but prior to adverse action
deadl i ne, depending on tinely receipt of the

OSCAR fil e.

EXAMPLE: A redirected child support paynent
is received by BCSE in April, for the April
child support obligation. The current nonth
for RAPIDS CSI purposes is April. A CSI is

automatically issued for April child support
during the nmonth of May. |f the paynent
received in April included paynent for
January, February and/or March, CSI paynents
are automatically issued for those nonths

al so.

Al'l supplenental CSI paynents require witten
approval fromthe RAPIDS Hel p Desk. The
follow ng informati on nmust be provided to the
Hel p Desk in a GroupW se nessage.

Case nunber

Case nane

The nonth in question

A Dbrief explanation of why the client
shoul d have received a CSI paynent

! VWhen N A is displayed in the AP Seq
Nunmber on Screen | VFI which indicates a
m smat ched AP sequence nunber.

RAPI DS staff will evaluate the reported
probl em and advi se the office of any required
action. No approval will be granted unl ess
this process is used. |In addition, RAPIDS
consults with BCSE State O fice staff to
correct AP sequence nunmber m smatches.

EXCEPTI ON: The Worker may issue a

suppl emental CSI paynent wi thout prior
approval only when the case nunber is witten
to MOBIUS Report WRB127A, CSI Paynents Not

| ssued Report. Auxillary Reason Code 921 is
used.
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Adverse action notice requirenments DO NOT
apply when a CSI will not be paid. However,
they do apply when receipt of the CSI affects
anot her benefit.

When a W WORKS case is closed, and child
support is received by BCSE in the effective
month of closure, a CSI is issued in the
month after closure for the child support
received in the effective nonth of closure.

EXAMPLE: A W WORKS AG is closed effective
August for excessive earned incone. The |ast
nmont h of receipt of a W WORKS benefit is
August, and child support is received by BCSE
in August. A $50 CSI is issued in Septenber
for August.

When received ineligibly, the CSI is subject
to repaynent. See Section 20.3. Received
eligibly includes, but is not limted to,
BCSE crediting a paynment to the wong case,
or the client failed to report incone and
received a W WORKS benefit ineligibly.

Det er m ni ng Count abl e | ncone

Once the 100% of Need test is net, the follow ng steps
are taken.

Step 1: Add t ogether the non-excluded gross earned
i ncome of the AG and any disqualified
person(s).

Step 2: Subtract the Earned |Incone Disregard, i.e.,

60% of earni ngs.

Step 3: Subtract the Dependent Care Deduction for
each person who pays dependent care.

Step 4: Add t he non-excl uded unearned i ncome of the
AG and any disqualified person(s). The
resulting anount is the countable incone.

Step 5: Det ermi ne the maxi mum W WORKS check anpunt
for the AG size, using Appendi x A.

Step 6: If the amobunt arrived at in Step 4 equals or
exceeds the anount in Step 5, the AGis
ineligible. |If the anount arrived at in
Step 4 is less than the amount in Step 5,
the AGis inconme eligible and the anmount
from Step 4 is subtracted fromthe anmount in
Step 5.
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Step 7: If the 25% reduction is applicable, nmultiply
the ampbunt in Step 6 by .25 and drop any
cents, or use Appendix F of this Chapter.
Subtract this amunt fromthe Step 6 anount.

Step 8: If the Marriage Incentive is applicable, add
$100 to the Step 7 anmount.

Step 9: If a sanction is applicable, multiply the
Step 8 anmobunt by .3333 (1/3) or .6666 (2/3)
and drop any cents, or use Appendi x F.
Subtract this amunt fromthe Step 8 anount.

Step 10: Subtract any repaynment amount fromthe
amount remai ning after Step 9.

Step 11: Add any special needs amount to the Step 10
anmpunt. The result is the W WORKS check
anount .
D. SPECI AL SI TUATI ONS

1. Categorical Eligibility

Food Stanmp Categorical Eligibility has no bearing on
t he W/ WORKS check or how the check is issued.

2. Expedi ted Service

The Food Stanp requirenent of Expedited Service has no
bearing on the W WORKS check or how the check is
i ssued.

3. Destitute AG s

The Food Stanp requirenent of Destitute AG s has no
bearing on the W WORKS check or how the check is
i ssued.

4. Sel f - Enpl oynment | ncome

When the AG nenber or disqualified individual(s)
receives self-enploynment inconme, the instructions belov
must be used to arrive at the gross profit which is
used to cal culate countable income. This is determ nec
by subtracting all owabl e busi ness expenses fromthe

gr oss i ncome.

a. Determ ning Gross | ncone
The nmet hod used to determ ne nonthly gross incone
fromsel f-enploynent varies with the nature of
the enterprise. It is necessary to
determ ne which of the follow ng types of self-

208 d



W/ | NCOVE
MAI NTENANCE MANUAL

CHAPTER 10 - | NCOMVE
10. 24

enpl oynent applies to the client's situation.
Once the pattern of self-enploynment is

determ ned, this is used to determ ne how t he
incone i s counted.

(1)

(2)

Persons Receiving Regul ar | ncone

These persons receive inconme on a nore or

| ess regul ar schedul e (weekly, nonthly,
etc.), or receive a specific amount fromthe
busi ness each week or nmonth and/or receive
the bal ance of profit fromthe enterprise at
t he end of the business year.

The incone of people in this situation is
converted to a nonthly anount according to
item A above.

Busi ness expenses may be conputed on a
nont hly basis or prorated over a 12-nonth
period, at the client's option.

Persons Receiving Irregular |Incone

Many persons derive income fromshort-term
seasonal self-enploynment. This seasonal
enterprise may be the mmj or source of incone
for the year, or the income may be only for
the period of time the person is actually
engaged in this enterprise, with other
sources of incone being avail able during the
remai nder of the year. Persons who are
seasonally sel f-enployed include vendors of
seasonal commodities (produce, Christmas
trees, etc.), or other seasonal farners.

Cash-crop farmers and ot her persons
simlarly self-enmployed receive their annual
income from sel f-enploynent in a short
period of tinme and budget their noney to
meet their living expenses for the next 12
months. Included in this category are sone
seasonal farnmers, when the seasonal incone
is the primary support for the year

Since the income is seasonal, it nust be
averaged over the period of tine it is

i ntended to cover, even if it is the mgjor
source of incone for the year. However, if
t he averaged anount of past incone does not
accurately reflect the anticipated nonthly
ci rcunst ances because of a substanti al

i ncrease or decrease in business, the incone
is cal cul ated based on antici pated earnings.
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(3)

Busi ness expenses nay be conputed on a
nont hly basis or prorated over a 12-nonth
period, at the client's option.

New Busi ness

Benefit groups with a new business that has
been in existence | ess than a year have
their incone averaged over the anount of
time the business has been in operation.
Fromthis, the nonthly anmount is projected
for the com ng year. However, if the
averaged anmount of past inconme does not
accurately reflect the anticipated nonthly
circunst ances because of a substanti al

i ncrease or decrease in business, the incone
is cal cul ated based on anticipated earnings.

I ncurred business expenses are al so averaged
over the anmount of tinme the business has
been in operation. However, if the averaged
anount of past expenses does not accurately
reflect the anticipated nonthly

circunst ances because of a substanti al

i ncrease or decrease in business, the
expenses are cal cul ated based on antici pated
costs.

Determ ning Gross Profit

Gross Profit from self-enploynent is the incone
remai ni ng after deducting any identifiable costs
of doing business fromthe gross incone.

(1)

Deducti ons

Exanpl es of all owabl e deducti ons are:
- Enpl oyee | abor costs

- St ock and supplies

- Raw mat eri al

- Seed

- Fertilizers

- Repair and nmai nt enance of machinery
and/ or property

- Cost of rental space used for conducting
t he busi ness
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| nsurance prem uns and taxes paid on the
busi ness and busi ness property

I nterest and taxes, but not the
principal, paid on installnment paynents
to purchase capitol assets such as rea
estate, machi nery, equipnent, etc.

I nterest and taxes on the client's

resi dence which is used in part to
produce incone. This is applicable only
if the costs on the portion of the hone
used in the self-enploynent enterprise
can be identified separately.

Advertising costs
Uilities

O fice expenses (stanps, stationery,
etc.)

Legal costs

Do not deduct the foll ow ng:

Money paid to purchase capital assets,
such as real estate, machinery,

equi pnment, etc. Interest is deducted,
if paid in install ments.

EXAMPLE: The cost of purchasing a new
furnace is a capital expenditure and
only the interest on install nment
payments is deducted. A repair of a
furnace is a routine repair and is
deducted in its entirety.

Federal, State or l|ocal incone taxes
Money set aside for retirenment

Travel from honme to a fixed place of
busi ness and return

Depreci ati on

Princi pal of real estate nortgages on
I ncome- produci ng property

Amounts cl aimed as a net | oss
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(2) Rental Income Deductions

In addition to the deductions in item (1)
above, the foll owi ng expenses are deducted
fromrental incone:

- Uility bills paid for tenants

- Property tax and i nsurance on the rental
property

- Repair and upkeep of the property

- I nterest, but not the principal, on
necessary purchases nmade in
I nstall ments, such as the purchase of a
new furnace

M grant Farm Laborers Wth Seasonal Enpl oynent

I ncome of migrant farmlaborers is treated the sane as
the income of any other applicant or recipient.

Annual Contract Enpl oynent

This section applies to any person enployed under a
yearly contract, such as school enployees, including
bus drivers, cooks, janitors, aids and professional
staff.

These individuals have their annual incone prorated
over a 12-nonth period. Additional earnings, such as
for summer work, are added to the prorated anount
during the time additional earnings are received.

Al t hough a person may not have signed a new annual
contract, he is still considered enployed under an
annual contract when the contract is automatically
renewabl e, or when he has inplied renewal rights.
Inplied renewal rights are nost commonly associ at ed
with school contracts.

NOTE: This section does not apply during strike and
di saster situations when the other party to the
contract cannot fulfill it; or, when |abor disputes
interrupt the flow of earnings specified in the
contract.

Educati onal | ncone

Al'l educational inconme, including | oans for educati on,
is excluded, with the exception of certain non-Title

| V-funded Col | ege Work Study (CWS) Program i ncone.
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8. Deem

Any portion of the non-Title IV CA5 which is
specifically earmarked for itenms of need included in
the check (shelter, utilities, food, clothing not
needed for the program or course of study, or

i ncidental s) is counted.

Because inconme is usually paid to the student on the
basis of work perfornmed, not in one lunp sum its
treatnment is different than that of other educati onal
benefits. Treatnment of this income depends upon

whet her or not the ampunt to be earned in one senester
is known at the beginning of the senester.

When t he anount of the earnings, or maxi mum amount

whi ch can be earned, is known at the beginning of the
senester, the Wrker prorates any portion, specifically
earmarked for itenms of need, over the period of tine it
is intended to cover.

When t he anount of the earnings is not known at the
begi nni ng of the semester, any portion of the non-Title
CW5 incone specifically earmarked for itens of need is
treated as earned inconme and converted to a nonthly
amount according to itemA. All earned incone

di sregards and deductions apply.

ng
Ongoi ng I ncone

The ongoi ng income of a disqualified individual(s), whc
woul d otherwi se be required to be included in the AG
is counted in its entirety. The sanme excl usions,

di sregards and deductions he would normally receive are
applied. However, the disqualified individual is not
included in the AG and is not considered in determ ning
eligibility or benefit level. He is subject to the
sane reporting requirenments applicable to the AG

Lunp Sum Paynent

When a disqualified individual (s), who would ot herw se
be required to be included in the AG receives a |unm
sum paynent, it is counted as if he were in the AG
However, he is not included in the nunber of eligibles
when determ ning the appropriate FPL to use for
prorating the lunp sum paynent.

9. Strikers

VWhen

an i ndividual, who must be included, or who would

ot herwi se be required to be included in the W WORKS AG, is
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a striker, the entire AGis ineligible for W WORKS. See
Section 10.4,D,9 for the definition of a striker.

10. Irregular I|ncone

Regardl ess of the source, irregular inconme is excluded
because it cannot be antici pated.

11. Lunp Sum Paynents

The | unp sum paynment policy applies to applicants, when the
lump sumis received in the nonth of application, and to al
reci pients. This includes |lunp sum paynents received by a
di squalified person(s) who would otherw se be required to be
included in the AG See item 8,b above. Because the client
is expected to use the lunmp sum for general |iving expenses,
a period of ineligibility nust be cal cul at ed.

The OFS-RR1 notifies all applicants, recipients and

di squalified persons, who would otherwi se be required to be
included in the AG of the lunp sum paynent policy.

However, the Worker nust al so advise the client of the [unp
sum paynment policy when the client notifies the Wrker of
receipt, or the possibility of receipt, of a lunmp sum
paynent .

NOTE: Assets converted fromone formto another are not
counted as |unp sum paynents. See Chapter 11.

The nunber of nonths in the period of ineligibility is
determ ned by dividing the lunp sum amunt by the 100% FPL
for the AG size. See item 8 above for deem ng a |unmp sum
paynent from a disqualified person(s).

For any partial nonth remaining after the division, the
anmount of the |lunp sum paynment which remains is counted as

i ncome. The number of nonths the case is ineligible,
because of the receipt of the |lunp sum paynent, and the
anmount of income counted for any remaining partial nonth, ic¢
determ ned as foll ows.

a. Determ ning Countable Anpunt

The total amount of the [unp sum paynent is counted,
except for the ampbunt used as descri bed below. The
follow ng portions of a |lunp sum paynent are not
count ed.

- Lunp sum paynents that are earmarked and used for
t he purpose for which they are intended (e.g.,
noni es for back medical bills resulting from
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injury, or funeral and burial costs) are
deducted. In addition, |unmp sum paynents that
are intended and used for replacenment or repair
of an asset (e.g., nmonies to replace a defective
aut onobi |l e) are deduct ed.

- Any of the lunp sum funds, obligated and used for
|l egal fees as a result of the efforts of the
attorney to obtain the [unp sum paynent, are
deduct ed.

EXAMPLE: A client's hone is destroyed by fire.
He receives an insurance settlement of $16, 500.
Wth $10,000 of this settlenment, he purchases a
nobil e home. Only $6,500 is counted as a |unp

sum paynent .

Computing the Period of Ineligibility

After applying appropriate exclusions, disregards and
deductions to other incone received for the nonth, add
the lump sum paynent to all other nonthly income. \Wher
the total amount is |ess than the paynent anount for
the number in the W WORKS AG, the |unp sum paynent is
counted as incone in its entirety for one nonth.

When the total ampunt is |less than the FPL for the
nunmber in the AG but nore than the check ampunt for
the AG found in Appendix A the case is ineligible for
one nonth. The anount in excess of the check anpunt is
not counted as income for the foll ow ng nonth.

When the total anount is greater than the appropriate
100% FPL, divide the lunmp sum paynent by the
appropriate 100% FPL. The AGis ineligible for the
full number of nonths equal to the result of the
division. lIneligibility begins the nmonth of receipt.

When a fractional amount remains, there is an anpunt
t hat nust be counted as inconme in the nonth follow ng
the nonth the period of ineligibility ends. The
procedure to determne this amount is as follows:

- Multiply the 100% FPL by the number of full
nont hs the case has been determ ned ineligible.

- Subtract this figure fromthe total |unp sum

- The remai ning amount is counted as inconme in the
month after the last nonth of ineligibility.
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The persons in the AG when the |unmp sum paynent is
received, remain ineligible for the period determ ned
by the above procedures, regardl ess of any changes

whi ch may occur during that period, unless the period
of ineligibility is shortened as found below in itemc.
When an individual is born or returns to a famly whose
nmenmbers are ineligible due to receipt of a lunp sum
paynent, the individual is treated as a separate AG

If all other eligibility factors are nmet, the
individual is eligible. None of the |unp sum anmount i<
counted for the new famly nenber. AlIl other policy
and procedures for counting income apply.

Only the new famly menber(s) is included in the AG anc
is used when determ ning the appropriate eligibility
limts.

EXAMPLE: A child is born to a famly whose nenbers are
ineligible due to the prior receipt of a lunp sum
paynment. A separate case is established for the child.
The parent's income is $130 unearned i ncone per nonth,
not counting the lunmp sum paynent. The child is
eligible for a W WORKS check of $219.

The lunp sum paynment is treated as descri bed above,
even if it is spent in a shorter tinme period, unless
the period of ineligibility can be shortened as found
bel ow.

Shortening the Period of Ineligibility

The period of ineligibility may be shortened only for
the followi ng reasons and by the foll ow ng procedures:

(1) Reasons

When all or part of the |lunp sum paynent becones
unavailable to the AG due to circunstances
beyond its control, as specified below, the
period of ineligibility is shortened. This nmay
be done at any point between the tinme the |lunp
sum paynent is received and the period of
ineligibility expires. Once the period of
ineligibility expires, no consideration is given
to shortening the tine period retroactively. The
[ ump sum amount i s considered unavailable only in
the follow ng situations:

- The | unp sum paynment was, totally or in
part, destroyed by fire, flood or other
natural disaster. This refers to
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destruction of the noney itself, not the
goods purchased with it or destruction of
repl aceabl e checks or bonds.

The lunp sum paynent was, totally or in
part, stolen fromthe AG This refers to
the noney itself, not the theft of goods
purchased with it or the theft of

repl aceabl e checks or bonds.

A menber of the AG or an individual who
woul d otherwi se be required to be included,
gai ned access to all or part of the lunp sum
paynment, abandoned the remaining AG nenbers
and left them w thout access to it. The

| oss of all or part of the lunp sumin this
way refers to the loss of the noney itself

or checks, bonds, etc., when paynent cannot
be stopped, not the taking of goods

purchased with it. Moving to another place
of residence, with the famly relationship
still intact, is not sufficient to justify

shortening the period of ineligibility.
There nust be abandonnent of the other AG
menbers. |f one or both of the parents |eft
with the lunp sum the definition of absence
used for AFDC Medi caid nust be net. See
Section 15.2,C.

When the AG nmenber or other individual who
left with all or part of the |unmp sum
returns to the hone, the period of
ineligibility resunmes the nonth he returns
and continues until the nonth the original
period of ineligibility was due to expire.

The | unp sum payment has been or will be
expended, totally or in part, to neet a
life-threatening situation. To neet this
criteria for shortening the period of
ineligibility, it nust be shown that the
funds in question were used or will be used
to avert a life-and-death situation for a AG
menmber or a situation which is seriously
detrimental to the health of a AG nenber.

NOTE: For cases involving |ife-threatening
situations, the OFS Policy Unit nust be
contacted in witing. The menorandum nust
fully explain the situation and i ncl ude:

how t he noney was or will be spent, the date
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(2)

spent or to be spent and the nature of the
life-threatening situation. The final
decision is nade by the Director of the
Policy Unit. Exanples of situations which
have been approved are: purchase of a
refrigerator to store a baby's mlk, medica
needs, purchase of vehicles for regular
ongoing visits to nedical facilities. |If

t he Worker has any doubt about referring a
case to the Policy Unit, he nmust make the
referral

Pr ocedur es

The period of ineligibility is shortened as
foll ows:

Step 1: Determ ne the original amount of the
| ump sum paynment.

Step 2: Subtract the anount unavail able due to
ci rcunst ances beyond the control of the
AG.

Step 3. Prorate the renmni nder, using the
original first nonth of the
ineligibility period as the new first
nonth of ineligibility, using the sanme
nmont hly income, if any, and the sane
100% FPL used in the original proration.

If the fam |y beconmes eligible as a result of the
reconputations, it is treated |like any other
applicant. The date of application is the date
contact is made about the reconputation.

Benefits are prorated fromthe date eligibility
is established. Retroactive or corrective
paynent is not made for any period between the
time the |unp sum becane unavail able and the date
eligibility is reestablished.

It is the unavailability of the [unp sum paynment
ampunt itself that is explored, not the | oss of
goods purchased with the |unmp sum

EXAMPLE: A W WORKS famly of 5 receives a |unmp
sum paynment of $3,500 in August. The |unp sum
paynment was retroactive RSDI benefits received
due to the father's disability. The famly was
found ineligible for two nmonths, with $54 counted
as incone in the third nonth. Late in August,
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the father abandons the famly, taking all of the
ump sum paynment with him The current AG

t herefore, has none of the |lunp sum available to
them and the circunstances are beyond the
famly's control. There is, therefore, no period
of ineligibility.

EXAMPLE: Sanme as above except that the father
returns to the honme on Septenber 20th. The
fam |y becones ineligible for Septenber and $54
is counted as inconme in Cctober.

Repaynent is not sought for August when the
father was out of the hone.

EXAMPLE: A W WORKS famly of 4 receives a |unmp
sum paynment in April. It is determ ned that they
are ineligible for 6 nonths. In June, they
report to the local office that they used nobst of
the lump sum anobunt to pay back noney owed to the
wi fe's parents who nade trailer paynents for them
for several nmonths so they would not | ose the
trailer. Since the use of the noney was under
the control of the AG the period of
ineligibility is not shortened.

EXAMPLE: Sane situation as above except that the
fam |y used nmost of the lunp sumto pay for the
birth of a new baby. The use of the npbney was
under the control of the AG so the period of
ineligibility cannot be shortened for this
reason. However, the case nust be submitted to
the Policy Unit for consideration as a life-

t hreatening situation.

EXAMPLE: A W WORKS fam |y receives a |unp sum
paynment of $12,000. The recipient sets up a
trust fund for each of his children in the anount
of $4,000 each. The trust funds stipulate that
the children may not receive any of the noney
until they turn 21 years of age. Use and control
of the lunmp sum amount bel onged to the AG when
the trust funds were set up, so the period of
ineligibility is not shortened.

EXAMPLE: A W WORKS famly of 3 received a |unmp
sum paynment of $2,600 in July. They were
determined ineligible for 2 nmonths, with $60
counted as inconme in the third nmonth. 1In July,

t hey purchased a new tel evision set and a new
refrigerator. The remai nder of the noney, $150,
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was kept in the house. |In August, the client
reports that the house and all the contents were
destroyed by fire. The period of ineligibility
is redeterm ned as foll ows:

$2, 600 Original lunp sum anpunt
- 150 Amount destroyed
$2, 450 New amount which is prorated

The famly remains ineligible for July and
August .

EXAMPLE: A W WORKS famly of 4 receives a |unm
sum paynment of $4,500 in Decenmber. They are
determ ned ineligible for Decenber, January and
February with $87 counted as inconme in March. In
February, the client reports that $2,700 was
stolen early in February. He reapplies on
February 10th and is found eligible on that date.
The reconputation is as follows:

$4, 500 Original |unp sum anmount

-2.700 Amount st ol en

$1, 800 New amount which is prorated

The recal cul ated period of ineligibility is
Decenber and $329 is counted as inconme in
January. The famly is eligible for a prorated
check for February.

EXAMPLE: Sane situation as above except that the
noney was stolen on January 10t h. The result is
the sane as above since the client did not
reapply and establish eligibility until February
10t h.

12. Wthheld | ncone

a.

From Earned | ncone

Earni ngs withheld to repay an advance paynment are
di sregarded, if they were counted in the nonth
received. If not counted in the nonth received,
the withhel d earnings are considered inconme. No
ot her earned income is excluded from

consi deration just because it is withheld by the

enpl oyer.
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13.

14.

b. From Unear ned | ncone

Al'l withheld unearned incone is counted, unless
an amount is being withheld to repay incone that
was previously used to determ ne AFDC/ U, TANF or
W WORKS eligibility.

Funds Di verted To A Pass

Funds diverted to a PASS account are counted as earned
or unearned income, depending on the source.

Unstated | ncone

Unstated income is income that has not been reported by
t he household, and is not otherw se known to the
agency, but is determned to exist because the client’s
paid living expenses exceed income from known sources.

The ampbunt of unstated inconme is the difference betweer
the known nmonthly incone and the nmonthly paid |iving
expenses.

When the information in the client’s record, including
statenments of the client or third-parties, indicates

t hat pai d expenses exceed the stated inconme, the

exi stence of unstated inconme nust be explored. The
client nust conplete formES-IN-1, Statenent of Monthly
Li vi ng Expenses.

If insufficient or conflicting evidence exists, the

Wor ker nust question the client about the possibility
of unstated inconme and allow himthe opportunity to
explain how his expenses are net. |[If the client

provi des a satisfactory explanation, the Worker records
t he expl anati on.

If the client’s explanation of how the expenses are net
i s inadequate, the Worker makes a recording of the

expl anati on and then determ nes the anmount of unstated
inconme to count. To determ ne the amount of unstated
income to count, the Worker conpares the usual anmount
of monthly living expenses with the client’s reported

i ncome, taking into consideration any other reasonable
expl anations the client provides. The difference is
unstated incone and is counted as unearned incone.
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15.

16.

17.

Spenddown
The Medi cai d spenddown provi sion does not apply.
Unavai |l abl e I ncone

I ncone intended for the client, but received by another
person with whom he does not |ive, when the individual

receiving this income refuses to nake it available, is
excl uded.

I ncone Received For A Non-Ilncome G oup Menber

I ncome received by a nenber of the Incone G oup, which
is intended and used for the care and nmi ntenance of ar
i ndi vi dual whose inconme is not used in deterni ning
eligibility or the benefit |level of the payee's AG is
excl uded.
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