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CHAPTER 1
INTRODUCTION

100 GENERAL. This Handbook provides procedures for conducting
quality control (QC) reviews of food stamp cases. The first chapter contains
general provisions and definitions.

110 PURPOSE. Each State agency is responsible for conducting QC
reviews as part of its Performance Reporting System. For QC reviews, a
statistical sample of households shall be selected from households which are
participating in the Food Stamp Program (active cases) and households for
which participation was denied, suspended, or terminated (negative cases).

Reviews shall be conducted on active cases to determine if households are
eligible and receiving the correct coupon allotments. Reviews of negative
cases shall be conducted to determine whether the decision to deny, to
suspend, or to terminate the household was correct.

Reviews measure the validity of food stamp cases at a given time (the review
date).

The State agency shall review cases against the Food Stamp Program standards
established in the Food Stamp Act and regulations taking into account any FNS
approved waivers that have been implemented or State options to deviate
from specific provisions. (States must routinely address QC procedures in
certification waiver requests. If the waiver will result in a need to deviate
from the procedures in this Handbook, the State agency must identify the
regulation citation and Handbook section, describe what the new QC procedure
will be, and request approval of that procedure with the certification waiver
request.)

120 OBJECTIVES. The objectives of QC reviews are to provide:

¢ A systematic method of measuring the validity of the food stamp
caseload;

e A basis for determining error rates;

¢ A timely, continuous flow of information on which to base
corrective action at all levels of administration; and
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e A basis for establishing State agency eligibility for enhanced
funding or State agency liability for excessive error rates.

130 DEFINITIONS.

Active case means a household that was certified prior to or during the sample
month and issued food stamp benefits for the sample month.

e This includes households certified for benefits in the sample
month and issued benefits in the next month.

e However, a household that was issued the sample month'’s
benefits based on an expired ATP is not an active case.

e “Issued an allotment” means that the coupons were mailed and
not returned by the Postal Service or that an ATP was cashed.
This applies to the original ATP or a replacement ATP. In
addition, a household did not participate if coupons are held for
the household at a local certification office and the household
does not take possession of the coupons. This does not apply to
allotments subjected to recoupment. A household that had all or
part of its allotment recouped to repay a prior food stamp
overissuance is an active case, even if it did not cash an ATP. In
addition, a household that voluntarily returned its coupons is an
active case.

¢ In an “on-line” Electronic Benefit Transfer (EBT) system,
issued an allotment means that benefits have been posted
electronically to the household's account database. In a “Smart
Card” EBT system the benefit information is resident on the card
and issued an allotment means that the card has been presented
for update for the sample month. See Section 321 for details
regarding participation in EBT systems.

AORD means as of the review date.
Budget month means the fiscal or calendar month from which a household's

income and other circumstances are used to calculate the food stamp
allotment for the corresponding issuance month.
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e In a one-month retrospective budgeting system, the budget
month begins a month before the first day of the issuance
month.

e In a two-month system, the budget month begins two months
prior to the first day of the issuance month.

e In a prospective budgeting system the issuance month and
budget month are the same.

Case record means the records establishing a household's eligibility or
ineligibility and, in active cases, authorizing the issuance of a food stamp
allotment.

e Included under this definition are records referred to as the case
file or certification record.

e The case record is usually maintained by and located in the local
certification office, but may extend to data processing units and
include information maintained in computer files.

Categorical eligibility means that households in which all members receive or
are authorized to receive

e Public assistance (PA),

e Supplemental Security Income (5SI),

e A State or local general assistance (GA) program, or

e Benefits of a State program conferring categorical eligibility
Unless the entire household is institutionalized or the household or a member
has been disqualified from receiving food stamps because of an intentional
program violation, failure to comply with a work-related requirement or
failure to submit a monthly report.
The eligibility factors which are deemed are

e The resource, gross and net income limits,

e Sponsored non-citizen information and
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e Residency.

In addition, Social Security numbers need not be verified for PA and SSI
recipients. Social Security numbers need to be verified for GA households.

Certification action means the action taken on a case prior to or on the review
date that authorized the sample month's issuance. This includes initial
certifications, recertifications, interim changes, changes prior to issuance and
authorizations of supplemental issuances.

Change means an event that results in a difference between the household's
circumstances AORD and its circumstances at the time of certification or
recertification. Changes include all events that either the household or the
agency becomes aware of regardless of whether the event is reported and/or
properly acted upon.

Change reporting means that the household is required to report certain
specified changes in its circumstances within 10 days of becoming aware of the
changes.

Collateral Contact means a source of information which can be used to verify
household circumstances. Collateral contacts are generally individuals such as
landlords and employers, but they may also be documents such as those
maintained in government offices.

A collateral contact cannot be a person who was in the food stamp household
under review, or a person or office within the State agency administering the
program for purposes of primary or secondary evidence.

Documentation means a written or printed statement on paper or a copy of a
document furnishing information. Verification of household circumstances
must be documented. Examples of documentation appear in Section 520.

Error for active cases results when a determination is made by a quality
control reviewer that a household which received food stamp benefits during
the sample month is ineligible or received an incorrect allotment.

e Thus, errors in active cases involve dollar loss to either the
participant or the government.

e For negative cases, an "error" means that the reviewer
determines that the decision to deny, suspend, or terminate a
household was incorrect.
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Error Determinant Month is the first full month that ends more than 30 days
before the review date.

Initial Month means the first month for which the household was certified for
participation following any period when the household was not certified. For
an initial month, benefits are prorated from the day of application to the end
of the month.

However, for migrant and seasonal farmworker households, the initial month is
the first month following a period of more than 30 days in which the household
was not certified.

Interim Change means a recalculation of food stamp benefits resulting from a
change reported by the household; or a change the State agency becomes
aware of through a source other than the household with the exception of non-
income related mass changes.

e Income related mass changes include, but are not limited to, SSA
and SSI COLAs and across the board adjustments to Temporary
Assistance to Needy Families (TANF).

e Non-income related mass changes include, but are not limited
to, adjustments to SUA’s and caps on dependent care
deductions.

Issuance month is the fiscal or calendar month for which the State agency
issued a food stamp allotment. A case's issuance month will always be the same
as its QC sample month.

Monthly reporting means that a household is required to submit a report
following each budget month that is used to determine benefits for the
corresponding issuance month.

Negative case means a household whose application for food stamp benefits
was denied or whose food stamp benefits were suspended or terminated by an
action in the sample month or by an action effective for the sample month.

Overissuance means the amount the allotment of food stamp benefits
authorized to a household exceeded the allotment it was eligible to receive.

Processing month means the month between the budget month and the
issuance month in a two-month retrospective budgeting system.




FNS HANDBOOK 310

Prospective budgeting means the computation of a household's food stamp
benefits for an issuance month is based on income and other circumstances
reasonably anticipated for that month.

Prospective eligibility means the eligibility determination is based on income
and other household circumstances reasonably anticipated for the issuance
month.

Public assistance (PA) means any of the following programs authorized by the
Social Security Act of 1935, as amended:

e Old-age assistance,

e TANF,

Aid to the blind,

Aid to the permanently and totally disabled, and

Aid to aged, blind, or disabled.
It does not include Supplemental Security Income.

Quality control review means a review of a statistically valid sample of active
and negative cases to determine the extent to which households are receiving
the food stamp allotments to which they are entitled, and to determine the
extent to which decisions to deny, suspend, or terminate cases are correct.

Recertification means a certification action taken to authorize benefits for an
additional period of time immediately following the expiring certification
period.

Retrospective budgeting means that the computation of a household's food
stamp benefits for the issuance month is based on actual income and
deductions during the retrospective budget month with some exceptions.

There are special provisions for (A) annualizing self-employment income, (B)
prorating educational monies and most contract income, and (C) averaging
some deductions.
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Retrospective eligibility means the eligibility determination is based on
income and other circumstances which existed in the retrospective budget
month.

Review date for quality control active cases means a day within the sample
month, either the first day of the fiscal or calendar month or the day a
certification action was taken to authorize the issuance, whichever is later.

The "review date" for negative cases, depending on the characteristics of
individual State systems, could be the date on which the eligibility worker
makes the decision to suspend, deny, or terminate the case, the date on which
the decision is entered into the computer system, the date of the notice to the
client, or the date the negative action becomes effective.

For no case is the “review date” the day the quality control review is
conducted.

Sample month means the month of the sample frame from which a case is
selected. For active cases, sample month is synonymous with issuance month.

Semiannual reporting means that a household is required to submit a report at
a 6 month interval which is used to determine benefits for the month following
the report. Under this limited reporting, besides submitting the periodic
report, households are only required to report changes which cause the
household’s gross income to exceeds 130% of the poverty income guidelines for
household size.

Underissuance means the amount the allotment to which the household was
entitled exceeded the allotment authorized.

Universe means all units from which information is desired.

Variance means the incorrect application of policy and/or a deviation between
the information that was used and the information that should have been used
to authorize the sample month's issuance.

Verification means establishment of the accuracy of specific elements of
eligibility and allotment by securing documentary evidence and/or by making
collateral contacts with individuals, other than members of the household
under review. Households under review can provide verification for some
elements.
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140 HANDBOOK MODIFICATION. This Handbook is designed for use
by all State agencies. It provides review procedures for various combinations
of eligibility, budgeting and reporting systems that are needed because of
State differences resulting from the selection of options. Consequently, there
are sections that do not pertain to certain States because of FNS-approved
waivers and options and sections that need to be modified to fit particular
circumstances in a State.

Some certification waivers are very common. In Appendix A you can find the
review procedures for some of these common waivers.

150 ADMINISTRATION OF THE QC SYSTEM. Each State is
responsible for maintaining sound administration of all facets of the QC
system. It is responsible for complying with the Food Stamp Act and
regulations, this handbook, and FNS policy memoranda, as well as the State
agency's Plan of Operation.

151 Implementation of QC Indexed Policy Memoranda. FNS
QC indexed policy memoranda must be implemented no later than the first
sample month beginning 30 days after transmittal of the memoranda to the
State agency.

152 Contracted Activity. A contractual agency may be used for QC
only if it is the Department of the State regularly employed for this function
(e.g., a State Inspector General's Office or a State Office of Audit.) For those
States in which QC is conducted by a contractual agency, the State agency
shall ensure that FNS-approved policies and procedures are followed.

153 Staffing Standards. The State shall employ sufficient QC staff to
ensure that reviews are completed in time to meet reporting requirements and
that the quality of the reviews will ensure that all findings are valid.

154 Avoiding Bias. Accomplishment of the objectives of QC depends
upon the successful operation of all facets of the subsystem. Specifically, it
depends on:

e The integrity of the sample selected

e The skills with which the reviewers conduct reviews

e The care and precision with which they record their findings
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e The completeness and accuracy of data analysis

e The use of these results in corrective action

e Determining State agencies’ liability for errors

e Determining State agencies’ eligibility for enhanced funding.

To be successful, then, the QC subsystem must eliminate all bias; otherwise,
the results will not be valid and will have little use in planning corrective
actions.

The most common sources of bias are inadequate sampling technique,
noncompletion of cases, and lack of objectivity on the part of the reviewer.
The first of these sources can be avoided by following the instructions in FNS-
311, The Quality Control Sampling Handbook. Eliminating the other two is the
responsibility of individual reviewers and their supervisors.

A potential source of bias is prior knowledge by the local agency of cases
scheduled for review, resulting in the agency’s intentional or unintentional
treatment of these cases in a special manner that, in turn, makes the sample
results unrepresentative of the whole caseload.

The reviewer shall not have prior knowledge of either the household or the
decision under review. Where there is prior knowledge of the case, the
reviewer shall disqualify her/himself. Such prior knowledge is defined as:

e Any participation in the decision that had been made in the case;

e Any discussion of the case with staff who participated in the
decision; or

e Any personal knowledge of, or acquaintance with, the household.

160 QC UNIVERSE. (Refer to FNS Handbook 311.) Statistical samples
of food stamp cases are selected for QC review. There are two universes from
which the cases are selected -- active and negative. Households correctly
classified for participation under the rules of an FNS-authorized demonstration
project, unless FNS determines that such cases may be excluded, and
households participating based on food stamp applications processed by the
Social Security Administration shall be included in the selection and review
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process. In addition, households may be selected more than once during the
review period.

170 ERROR ANALYSIS. (Refer to Chapters 6 and 12.) Using the QC
review procedures in this handbook and based on verified information, the
reviewer shall determine if each completed active case was eligible and
whether it was overissued or underissued benefits. Through a review of
negative case records, the reviewer shall determine whether the State
agency's decision to deny, to suspend, or to terminate the household, as of the
review date, was correct.

180 FORMS AND REPORTING. Refer to Chapter 12 and Appendices
B, C and D.

181 Active Cases. For each active case, the State agency shall
complete the Form FNS-380, Worksheet for Food Stamps Quality Control
Reviews, and a Form FNS-380-1, Review Schedule. (See Chapter 3 for cases not
subject to review.)

181.1 Form FNS-380. (See section 323 and Appendix B.) The reviewer
shall use a Form FNS-380 to record information from the case record, to plan
and conduct the field investigation, to record findings and to document the
verification that substantiates the eligibility determination and benefit level.
States have the option of using the Federal form (paper or automated) or an
FNS Regional Office approved State-designed form. Form FNS-380 consists of a
face sheet, a worksheet and a computation sheet to determine the correct
benefit level. It may be necessary for the reviewer to supplement the Form
FNS-380 with other forms such as State forms for appointments, interoffice
communications, release of information, etc., when appropriate.

181.2 Form FNS-380-1. (See Chapter 12 and Appendix C.) Information
from the Form FNS-380 is used to complete the FNS-380-1. Data from the FNS-
380-1 is transmitted to the National Computer Center (NCC) via the Food
Stamp Quality Control System (FSQCS).

An FNS-380-1 is completed for all active cases. Cases processed by a Social
Security Administration worker and cases that are part of an exempted
demonstration project have a separate case classification so that any errors
may be excluded from the case error rate, payment error rate and
underissuance error rate.

1-10
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Nonexcluded variances that directly contribute to the error determination
(i.e., ineligibility or an overissuance or underissuance) shall be coded and
reported in Section VI of the FNS-380-1. The reviewer shall list all such
variances by element and indicate the cause of the variance. Excluded
variances resulting from correctly processed information obtained from an
automated Federal information exchange (FIX) system, such as SDX or BENDEX,
shall be coded and reported as variances in Section VI, but they shall not be
used in the error determination. A State at its option may require other
variances to be reported in this section.

Concerning the FSQCS, there are six protected fields that cannot be edited
after Federal subsampling:

e Item 4 - Stratum

e Item 5 - Disposition of Review
e Item 6 - Review Findings

e Item 7 - Amount of Error

e Item 8 - Coupon Allotment

e Item 17 - Case Classification

The State Agency may request that the FNS Regional office edit these fields
prior to Federal subsampling. Cases originally coded not completed or not
subject to review can be edited at anytime until the end of the reporting
period.

182 Negative Cases. (See Chapter 13 and Appendix D.) For each
negative case in the sample, the State agency shall complete a Form FNS-245,
Quality Control Food Stamp Negative Case Action Review Schedule.

190 DISPOSITION TIMEFRAMES. Each case selected in the samples
of active and negative cases shall be accounted for by classifying it as
completed, not completed, or not subject to review. Ninety percent of all
cases selected in a given sample month shall be disposed of and reported to
FNS within 75 days of the end of the sample month. All cases selected in a
sample month shall be disposed of and the findings reported to NCC within 95
days of the end of the sample month. A case shall not be reported as "not
completed” solely because the State agency was unable to process it in

I1-11
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accordance with these reporting requirements. Instead, the State agency shall
submit a report to FNS that includes an explanation of why the case has not
been disposed of, documentation describing the progress of the review to
date, and the date by which it will be completed. FNS will decide whether the
case will be considered overdue based on the report. All cases, including cases
where a household refused to cooperate, must be disposed of by 95 days after
the end of the annual review period.

1-12
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CHAPTER 2

BASIC REVIEW PROCESS

200 GENERAL. This chapter outlines procedures for conducting reviews of active
cases. It also provides information on certification systems, household reporting
requirements and the focus of QC reviews.

210 REVIEW STEPS. The following are general steps to be followed in
reviews of all active cases.

211 Determine the Correct Systems. (Refer to section 220.) The reviewer
must examine State procedures and the certification record to determine for the sample
month whether the household should have been:

e Subject to prospective or retrospective eligibility;
e Subject to prospective or retrospective budgeting;

e Subject to the change reporting, monthly reporting, semi-annual
reporting or an approved waiver. (Refer to section 223.)

212 Review the Certification Record. (Refer to Chapter 3.) The reviewer must
review the certification record to determine what action was taken on the case by the
agency.

213 Conduct a Field Review. (Refer to Chapters 4 and 5.) During the field
review, the reviewer must interview the household or, when appropriate, the authorized
representative and obtain verification from collateral contacts.

214 Determine Which Variances to Include. (Refer to Chapters 6-11.) If a
difference exists between the information used by the agency and the verified information
obtained by the reviewer for eligibility or allotment purposes, the reviewer must determine
if the variance is included or excluded for QC purposes.

214.1 If the authorized allotment varies by $25 or less from the QC corrected
allotment(s), all variance(s) shall be excluded from the error determination. There are two
$25 comparisons. (See Chapter 6.)

214.2 Variances resulting from the use of incorrect information at the time of
certification or recertification must be included. However, in no event will a
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variance be included if there is no difference between the information used by the eligibility
worker (EW) and that verified in accordance with the time frames specified in Chapter 7.
This applies to all elements. It applies to each income source and to total income.

Some variances, due to reporting requirements or processing time considerations, are
excluded. Variances that result from a change in circumstances that should have been
effective AORD must be included. (See Chapter 7.)

215 Determine the Correct Amount of Benefits. The reviewer must use the
verified information to determine if the household was eligible and to calculate the correct
benefit level for the sample month. (See Chapter 6.)

216 Determine the Cause of Errors. If the case was ineligible or received an
overissuance or underissuance of benefits, the reviewer must identify the variance(s) that
caused such error and determine if it was caused by the household or the State agency.

217 Report. The reviewer must prepare and submit the necessary reports. (See
section 180.)

220 CERTIFICATION AND REPORTING SYSTEMS. The reviewer must determine
which eligibility, budgeting and reporting systems should have been used for each household
based on the State agency's selection of regulatory options and individual household
circumstances.

221 Eligibility. Each household's eligibility for participation in the Food Stamp
Program is based upon its financial and certain nonfinancial circumstances for each month of
participation. There are two ways of looking at a household's circumstances:

e Prospectively. Determining a household's eligibility prospectively requires the
agency to anticipate the household's circumstances for each month of
participation based upon existing circumstances that are expected to remain
the same and changes in existing circumstances that are reasonably certain to
occur; and

e Retrospectively. Determining a household's eligibility retrospectively requires
the agency to use known circumstances from a previous month. A State may
have a one-month or a two-month retrospective system.
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In either a prospective or a retrospective system, a household determined eligible for
participation is authorized to receive an allotment for a specific month called the issuance
month or a series of months referred to as the certification period.

222 Budgeting. The amount of food stamp benefits a household is entitled to during
an issuance month may also be determined (or budgeted) prospectively or retrospectively.
This system may be the same as or different from the eligibility system.

222.1 Prospective. Prospective budgeting requires the agency to anticipate what a
household's circumstances will be during the issuance month based upon existing
circumstances and expected changes. As illustrated below, the budget month is the
issuance month.

Pr ospecti ve System

June

Issuance Month and
Budget Month

222.2 Retrospective. Retrospective budgeting requires the agency to use
circumstances from a prior month to determine the benefits a household should
receive for the issuance month. As illustrated below, the budget month may be the
month two months prior to the issuance month or the month preceding the issuance
month.

Two- Mont h Retrospective System

April | May | June
Budget Processing Issuance
Month Month Month

One- Mont h Retrospecti ve System

May | June
Budget Issuance
Month Month
223 Reporting. To facilitate the accurate determination of households' eligibility

and allotment levels after the certification action, households are required
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to report changes to the local agency. A household may be subject to change reporting,
semi-annual reporting, monthly reporting or in accordance with an approved waiver.

Any change in circumstances that is not required to be reported cannot result in an included
variance in the QC error determination process if it was not reported. (See Chapter 7.)

223.1 Monthly Reporting. Households subject to the monthly reporting
requirements must submit complete reports on a monthly basis. These households may, but
are not required to submit changes outside the monthly report.

223.2 Change Reporting/Prospectively Budgeted. Households subject to
change reporting requirements are required to report the following changes in
circumstances within 10 days of becoming aware of the change:

e Change in the sources of income;

e Changes in the amount of gross monthly income of more than $25,
except a change in a public assistance grant (or general assistance
grant if the grant and the food stamp allotment were jointly
processed);

e All changes in household composition;
e Changes in residence and the resulting change in shelter costs;

e The acquisition of a licensed vehicle, the value of which is not fully
excludable according to certification policy;

e When liquid resources reach or exceed the resource limit; and
e Changes in the legal obligation to pay child support.

The QC reviewer must consider a change reported when it is reported to either the
food stamp or TANF unit. The earliest date that the reviewer can verify that a
household was aware of the change must be used. (See section 740 for mass
changes.)

223.3 Semi-Annual Reporting. Households subject to limited reporting are
only required to report changes that cause the household’s gross monthly
income to exceed 130% of the poverty income guideline for the household
size.
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223.4 Transitional Benefits. There are no reporting requirements during the
transitional months.

223.5 Common Waivers. (See attachment A.) Reviewers must review in
accordance with approved waiver procedures. These include:

Status Reporting

$80 change in earned income

$100 change in earned income

5-hour change in hours worked and expected to continue over a month
Semi-annual reporting

Quarterly reporting

230 QC REVIEW FOCUS. Certification actions and the authorized allotment
are reviewed at a point in time.

231 Certification Errors. The QC review of any active case is based upon
an examination of the benefits authorized for the household for the sample month.

The QC system disregards errors made during the issuance process. States have
direct liability for issuance errors. Therefore, it is not the benefit amount that is
actually issued which is subject to QC review, but rather the benefit amount
authorized through the certification process.

Determining eligibility and calculating the benefit amount are certification functions.

e In States where these functions have not been computerized, the
benefits authorized on the worksheet shall normally be reviewed by the
QC reviewer.

e In States where an automated computer system determines a
household's eligibility and benefits, the QC reviewer shall review the
case based upon the information stored in the computer.

In reviewing the authorized allotment, the reviewer must examine the actions of the
EW including any documentation supporting the amount of benefits authorized.

232 Allotment Amount. The full amount of the issuance month's benefits
including those supplements for the sample month (See section 233) shall be
reviewed and reported as the allotment in Section D of the FCS-380 face sheet.
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Actions to ignore. Do not consider the following actions.

Recoupments to
recover prior food
stamp overpayments.

Coupons voluntarily
returned by the
household when there
was no claim.

Claim collections for
prior months or the
issuance month.

Restored benefits.

Retroactive benefits
for prior months.

Actions taken
subsequent to the
sample month.

Example of a recoupment: If $10 was
recouped from a $100 authorized allotment
and a $90 allotment was issued, review the
$100 amount.

Example of voluntarily returned coupons:
If a household was authorized a $100
allotment and it returned $50 in coupons,
review the $100 amount.

Example of a collection of a prior claim: If
a household was authorized a $100
allotment and it repaid $25 on a claim,
review the $100 amount.

Example of a restored benefit: If an
allotment was authorized for $150 which
included a $100 allotment for the sample
month plus $50 to correct an error four
months ago, review the $100 amount.

Example of a retroactive benefit: If an
allotment was authorized for $150 which
included a $100 allotment for the sample
month and a $50 allotment for the month of
application, review the $100 amount.

Example of a subsequent action: If a $100
allotment was authorized in the sample
month and $20 in restored benefits were
authorized in the following month, review
the $100 allotment.
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e Supplement issued

Example of a supplement not included: If
after QC sampling.

a $100 allotment was authorized for the
sample month and a $20 supplement was
subsequently authorized within the sample
month but after the case was selected for
QC review, review the $100 allotment.

232.2

Non-Compliance with Other Means-Tested Programs. The QC

reviewer should review the full amount of the benefits authorized for the sample
month making any necessary adjustments based on instructions in Section 232.1.

If the State applied an optional percentage reduction, the allotment
would have the percentage reduction already deducted.

If there was no penalty applied, it would not have a penalty deducted.

Below are the three possible situations that can occur for State agencies that have
chosen to apply a reduced food stamp allotment penalty when an individual has
failed to take a required action in another means-tested public assistance program.

The State agency
applied the penalty.
Review the allotment
authorized, in which
the penalty has been
applied.

The State agency knew
of the household’s
failure to take a
required action in the
other means-tested
program and did not
apply the penalty but
should have applied
the penalty. Review
the allotment
authorized. In
determining the error

Example of an applied penalty: The
household was originally eligible to receive
$120 but was authorized $100 after the
penalty was deducted. It is the $100
allotment that is subject to QC review.

Example of a penalty that should have been
applied, but was not: The household was
authorized $120. A $20 penalty should have
been applied. The allotment subject to
review is $120. In the process of determining
the error amount, deduct the $20 penalty as
the last step in column 2 of the computation
sheet. This will result in an error including
the penalty amount that should have been
used by the EW. Compare the $100 in column
2 to the $120 in column 1. The result is a $20
overissuance.
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e amount in this case, apply the penalty that

the EW should have
deducted.

e The State agency did
not know of the
household’s failure to
take a required action
in another means-
tested program so the
State agency did not
apply a penalty.

Example of a penalty that was not applied
and did not have to be: The household was
authorized $120. Use the $120 as the
allotment under review. Do not apply the
penalty in establishing the error amount for
this case.

Review the allotment authorized. Since the agency was not aware of
the failure to take a required action in the other program there was no
way to apply the penalty. For this situation, do not apply the penalty
in the error determination process. Do not deduct the penalty as the

last step in column 2.

233 Review Date. In no case is the review date the day the QC review is
conducted. The allotment authorized as of the review date (AORD) shall be the

benefits subject to review.

The review date for active cases means a day within the sample month, either the
first day of the sample month or the day a certification action was taken to authorize
the sample month's allotment, whichever is later. Certification actions shall include:

e Initial certifications or recertifications completed during the sample

month.

e Changes in the
allotment that the
State agency
authorized before the
day on which the case
was sampled.

Example of a change in the allotment
before sampling: On September 30, the
State agency changed the household's
October allotment, from $105 to $138.
Quality control sampled the household on
October 1 for the October sample month.
Quality control will review the $138
allotment, because the State agency changed
the allotment before the day of sampling.




Changes in the
allotment that the
State agency
authorized on or after
the day on which the
case was sampled,
providing the State
agency processed the
change(s) in a timely
manner, in accordance
with certification
requirements, and the
change(s) were
reported by the
household before the
day on which the case
was sampled.
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Example of a change after sampling, but
processed timely: A monthly reporting
household had a baby born on September 22;
the household reported the birth on
September 25. On September 28, quality
control sampled the household for October.
On September 29, the State agency changed
the household's October allotment, from
$199 to $269. Quality control will review the
$269 allotment because the State agency
processed the change in a timely manner as
mandated by certification requirements.

Another example of a change after
sampling, but processed untimely: On
March 3, a household member left a change
reporting household. On March 20 the
household reported the member's departure.
The State agency did nothing. On August 3
quality control sampled the household for
August. On August 5 the State agency
changed the household's August allotment,
reducing it from $470 to $414. Quality
control will review the $470 allotment,
because the State agency changed the
allotment after the sampling date and did
not process the change in a timely manner
in accordance with certification
requirements.
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Supplements that the Example of a supplement authorized
State agency authorized before sampling: A household applied in
before the day on which January and reported semi-monthly income
the case was sampled.  |Of $350 ($700 monthly). The State agency

Such a supplement is certified the household but treated the
part of the allotment income as biweekly ($752.50 monthly). On
that is subject to April 20, the State agency discovered its
review. mistake at a recertification interview, and

on the same day authorized restored
benefits for the previous months and a $15
supplement for April. Quality control
sampled the household on May 2 for April.
Quality control will include the $15
supplement because the State agency
authorized it before sampling.

Another example of a supplement
authorized before sampling: A household
was subject to change reporting and
prospective budgeting. The sample month
was August, and the household received its
regular allotment on August 2. On August 3,
the State agency discovered that they had
failed to give the household an earned
income deduction, so they authorized a $28
supplement. On August 6, quality control
sampled the household. The reviewer will
include the $28 supplement because the
State agency had authorized the supplement
before the sampling date.
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Supplements that the State agency authorized on or after the day on
which the case was sampled if the State agency processed a change in a
timely manner, in accordance with certification requirements, that was
reported by the household before the day on which the case was
sampled.

If a State agency authorized a supplement on or_after the day on which
the case was sampled and did not process a reported change in a timely
manner as dictated by certification requirements, the supplement is not
part of the allotment that is subject to review.

Example of a reported new member of the
household: A household was subject to
monthly reporting and retrospective budgeting
in a two-month system. The sample month was
June. On May 30, quality control selected the
June sample. On May 31, the household
reported the birth of a baby, so on June 10 the
State agency authorized a supplement of $89.
The $89 supplement would not be reviewed and
the new member would not be included in the
error determination process because the
household reported the change after the date
the case was sampled.

If a State agency pulls its QC sample prior to the sample month, and a
household reports a new member on or after the sampling date, but
prior to the first day of the sample month, the addition of the new
household member must be examined to determine if it was properly
handled, but the supplemental allotment (or change in regular
allotment) itself is not included in the allotment subject to review. If
verification was provided prior to the end of the issuance month, a
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supplement should have been authorized in the issuance month. (See
section 722.4 for direction on determining variances relative to adding
new members.)

Another example of a reported new member
of the household: A household was subject to
change reporting and prospective budgeting.
The sample month was April. On February 25,
the household reported the birth of a child.
The State agency took no action on the
reported change. The household received its
April allotment on April 1. Quality control
sampled the household on April 4. On April 7,
the State agency discovered its mistake and
authorized a $78 supplement to compensate for
the improperly treated household member.
The reviewer will not include the $78
supplement, but will include the new member
because the local office did not process the
reported change in a timely manner as
mandated by certification requirements.
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CHAPTER 3

CASE RECORD REVIEW

300 GENERAL. This chapter provides guidance on conducting a review of the
household's case record, including documentation of verification contained in the
case record. It also identifies cases that are not subject to review.

310 PURPOSE OF CASE RECORD REVIEWS. The purpose of active case

reviews is to:

¢ ldentify the status of each element of eligibility and benefit calculation
as documented by the agency;

e Determine the amount of the allotment authorized for the sample
month's issuance; and

¢ |dentify any variances resulting from misapplication of policy by the
agency.

320 PROCEDURES FOR CASE RECORD REVIEWS. Case record reviews
consist of reviewing the household's issuance record, analyzing the certification case
record(s), reviewing verification documentation and documenting the findings on a
Form FNS-380.

321 Household Issuance Record. The reviewer shall review the
household's issuance record(s) and determine if the household participated in the
sample month.

The reviewer may compare information on household size, the certification period
and the allotment contained in the issuance file to that in the certification file and
report any differences to the agency for corrective action on an individual basis.

321.1  On-line EBT. For “on-line” EBT systems where the account memory is
held in a central computer system, participation has occurred when the sample
month benefits are posted to the account, with one exception. The exception is that
if the household has not accessed the account for purposes of withdrawal/purchase of
food at any time in the three-month period which includes the sample month and the
two consecutive months immediately after the sample month, then the household
shall not be considered to have participated in the sample month.
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321.2 Smart-Card EBT. For "Smart Card" EBT systems, the benefit information
is resident on the individual card’'s memory chip and must be updated each month,
participation has occurred when the card is presented for update for the sample
month.

322 Certification Case Record(s). The reviewer shall analyze household
circumstances, reported changes, certification actions, verification and
documentation contained in the certification case record(s). The reviewer shall
review the food stamp case record(s) and, as applicable, the PA case record(s). The
reviewer may review general assistance, Medicaid and other available records.

If the reviewer is unable to locate the household's case record, the reviewer shall
identify as many of the pertinent facts as possible from the household's issuance
record.

322.1 Household Circumstances and Certification Actions. The
reviewer shall review all information applicable to the case AORD, including, but not
limited to, the application, worksheet and any documented changes in effect AORD.
The reviewer should become familiar with the household's situation, identify the
specific facts related to eligibility and the benefit amount and note any deficiencies
and misapplication of policy.

322.2 Documented Verification. The case record may contain documents or
statements that the reviewer may use as verification if the documentation is
adequate, it is not subject to change, and it applies to the appropriate time period.
Those elements for which documentation contained in the case record may be used
as verification must meet the minimum verification standards identified in Chapter 5
of this handbook and need not be re-verified by the reviewer during the field review.

323 Completion of Form FNS-380. (See Appendix B.) During the case
record review, the reviewer shall complete the FNS-380. The information must be
recorded in sufficient detail to enable another person to determine the facts of the
case by reviewing the FNS-380.

The information must be recorded in sufficient detail to enable another person to
determine the facts of the case by reviewing the FNS-380.

323.1 Face Sheet. This is page one of the Worksheet for Food Stamp Quality
Control reviews. There are four sections:

e Section A, provide identifying information in items 1 through 14 from
information in the case record.
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e Section B, list persons living in the home identified in the case record.

e Section C, list significant persons not living in the home associated with
the household and identified during the certification of the household.

e Section D, complete the review findings at the conclusion of the review.

Note: Additional information may be added during the course of the review in
sections A through C before completing section D.

323.2 Column 2 of the Worksheet. The purposes of column 2 of the FNS-
380 worksheet is for the reviewer to record information contained in the casefile and
to assist the reviewer in planning the field review. The reviewer must record
information from the case record relevant to the most recent certification action of
the household.

e The reviewer must use all information applicable to the case AORD,
including the application and application worksheet in effect AORD.

e The reviewer should note any pertinent items or questions as well as
any conflicts in information.

¢ |n addition, the reviewer should be aware of recorded factors which are
subject to change, note the reliability of sources used and note any
missing information.

¢ This column may also be used to selectively highlight other points that
should be considered when conducting the field investigation or to
remind the reviewer of the case situation.

The eligibility and allotment elements on the worksheets are grouped together under
four main groupings called program areas.

Program Area Codes
Basic Program Requirements 100’s
Resources 200’s
Income 300’s
Other 500’s and above

A 3-digit code is used to identify each element. For reporting purposes, Elements are
listed in column 1 of the FNS-380.
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The information recorded in column 2 should include the following:

Application
Information. The
reviewer should record

information provided by

the household on the
application by element.

Worksheet
Information. The
reviewer should record
the information
contained on the
worksheet which was
prepared by the EW.

Verification. The
reviewer should record
verification
documented in the
casefile or attach
copies of documentary
evidence.

Examples of recording information from the
application: Element 150 Household
Composition: Application lists three - Jean Jones
and her two children (Cheryl and Tom).

Element 221 Real Property: Application shows
none.

Examples of recording information from the
worksheet: Element 344 PA: Application shows
no PA. Worksheet shows PA payments of $400 a
month.

Element 363 Shelter: Application and worksheet
show monthly mortgage payments of $400.

Element 364 Standard Utility Allowance;
Application shows monthly expenses of $10.50
electric, $25 gas and $12 phone. Worksheet
shows household was entitled to $150 SUA.

Example of recording information from
verification: Element 333 SSI: Application
shows Jean Jones received $225 a month.
Worksheet shows $235 a month. The EW verified
$235 by reviewing the April (date of the report)
SDX listing.

Other Information. The reviewer should record all other information
from the casefile that is relevant to the case AORD, such as case
history information which has a bearing on the household's
circumstances and changes that were reported or otherwise became

known to the EW.

Misapplication of Policy. The reviewer should record any
misapplications of policy such as: failure to use the correct income
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e conversion factor, allowing an earned income deduction for unearned
income or allowing a medical deduction for members who are not
elderly or disabled. The reviewer should also record mathematical
and transposition mistakes.

323.3 Computation Sheet. Fill in column 1, Eligibility Worker Information,
by recording the figures the EW used to compute the allotment for the sample month.

324 Ineligible Households. If during the case review the reviewer can
determine and verify that the household was ineligible, the reviewer can terminate
the review at that point, provided that if the determination is based on information
that was not obtained from the household, then the reviewer shall resolve the
difference to determine which information is correct. The reviewer shall recontact
the household and discuss the difference unless the household cannot be reached or
refuses to cooperate. When resolving conflicting information, the reviewer shall use
his/her best judgment based on the most reliable data available and shall document
how the differences were resolved.

330 CASES NOT SUBJECT TO REVIEW. Certain types of cases are not to
be included in the QC sample. These cases are normally eliminated in the sampling
process; however, if such cases reach the reviewer, the reviewer shall terminate the
review at the point when a determination is made that the case is not subject to
review. The reviewer must complete items 1 through 5 and item 71(b) of an FNS-380-
1. An FNS-380 has to be partially completed for these cases. The reviewer must
provide identifying information and adequately document the FNS-380 to show that
the case meets the not subject to review criteria. Otherwise, the case will be
considered a not completed case. All cases that meet the criteria in sections 331
through 338 must be coded as not subject to review.

331 Oversampling. Cases dropped as a result of oversampling are not
subject to review.

332 Cases Listed in Error. Households listed in error as active cases are
not subject to review. They include but are not limited to:

¢ Negative cases appearing in the active sample;

e Households that did not participate in the food stamp program for the
sample month, including suspended cases and those that were eligible
for zero benefits before any recoupments were made. Households are
considered to have participated if they meet the active case definition
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in section 130. (See section 321 for details regarding participation in
Electronic Benefit Transfer type systems);

e Households that received restored benefits but were otherwise not
participating based upon an approved application;

e Households that received retroactive benefits for the sample month.
This includes households that applied for participation in the sample
month, but were not certified until the following month; and

e Households that participated based on an expired ATP.

333 Disaster Cases. Households certified under disaster procedures
authorized by FNS because of a natural disaster are not subject to review.

334 Cases Pending a Hearing. Households that are appealing an adverse
action when the review date falls within the time period covered by continued
participation pending the hearing are not subject to review. This includes PA cases
certified under joint processing that are under appeal. For jointly processed cases
this provision applies even if only the PA grant is under appeal, if the food stamp
benefits are frozen pending the decision on the PA grant appeal. A case remains not
subject to review, even if the hearing decision has been rendered by the time of the
review, if the case was still pending the hearing decision as of the review date.

335 Intentional Program Violation Cases. Cases are not subject to
review if as of the date the case is selected for QC sampling:

e The case has been referred for investigation to the state's fraud
investigation unit, and the investigation is scheduled to begin within 5
months of sampling;

e The case is under active fraud investigation; or
e The case has a pending administrative or judicial IPV hearing.

"Scheduled’ means that an actual date for the investigation to begin has been
assigned.

"Under active investigation” means that the fraud investigator has begun to actually
explore the details of an apparent client caused overissuance. To be considered
"active” the investigation must be in progress. It does not mean that the case has only
been referred for investigation and accepted by the fraud investigation unit.
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336 All Household Members Have Died. The case is not subject to
review if all the household members who could be interviewed died before the
review could be undertaken or completed. The availability of an authorized
representative for interview does not make this case subject to review.

337 Household Moved Out of State. The case is not subject to review if
all the household members who could be interviewed moved out of State and have
not returned by the time the reviewer attempts to contact the household. The
availability of an authorized representative for interview does not make this case
subject to review.

338 Unable to Interview. Cases are not subject to review if the interview
cannot be completed because all individuals who could be interviewed:

e Have been hospitalized, incarcerated or placed in a mental institution
and are expected to remain there for 95 days after the end of the
sample month; or

e Cannot be located after all reasonable efforts to do so have been made
and documented as provided in section 442.1.
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CHAPTER 4

FIELD REVIEWS

400 GENERAL. This chapter provides guidance on conducting
field reviews. The two basic activities involved in a full field review are (1)
interviewing the household and (2) making collateral contacts.

410 PURPOSE. The purpose of a field review is to obtain all
relevant information about the household's actual circumstances which
relate to the household's eligibility and benefit level for the sample
month's issuance and to verify and document the information. A full field
review must be conducted for all active cases that are subject to review
except as otherwise provided in this chapter or ineligible cases as
provided in section 324.

411 Alaska Cases. A full field investigation is not required for
cases sampled in isolated areas of Alaska which are not reasonably
accessible considering regularly scheduled commercial air service,
available lodging and automobile or public transportation.

For example, the area could be considered not reasonably accessible if
the reviewer has to stay overnight because of airline schedules and there
is no suitable lodging. The area could also be considered not reasonably
accessible if the reviewer could not leave an area within a reasonable
period of time after conducting the review. For example, the review(s)
may take several hours but the reviewer would not be able to fly out for
several days. An area could also be considered not reasonably accessible
if there is no available ground transportation such as rental cars or public
transportation that would be needed to conduct a face-to-face interview.

In such cases, at least one attempt to contact the household, by
telephone for example, must be made and documented. The review of
such cases can then be completed by means of a review of the case record
and by collateral contacts.
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412 Limitations on Information Sought. The reviewer may
examine only those circumstances related to the household's eligibility
and benefit level for the sample month's issuance. For example, the
reviewer may not require that he/she be given access to a safe deposit
box. The time periods for which information must be sought and verified
will vary depending on the household's eligibility, budgeting and reporting
systems and whether income and expenses have been averaged or
prorated. In addition, for reasons of reviewer safety, and so that quality
control can not possibly interfere with any ongoing law enforcement
activities, under no circumstances shall the reviewer question the
household regarding the possibility of ineligibility due to an illegal
drug conviction or possible status as a fleeing felon. (For details on
this limitation of information sought, see the specific review procedures
for disqualified household members in section 848.)

413 Completion of Form FNS-380, Column 3 of the

Worksheet. During the field investigation, the reviewer must complete
column 3 of the FNS-380. The reviewer must document the analysis of
each element. This includes documenting confirmation of information in
column 2. Reviewers are responsible for resolving inconsistencies of
information discovered during the review and documenting the results in
column 3.

414 Planning the Field Review. Prior to conducting the
interview, the reviewer should review the case record to identify areas
where particular attention is warranted, e.g., conflicts in information or
gaps in coverage. To facilitate the field review, the reviewer should also
identify elements which were adequately verified and documented in the
case record and need no further attention during the field review in
column 3 of the FNS-380 worksheet. The reviewer must arrange for a
personal interview with the household and arrange for obtaining
verification from collateral contacts.

415 Arranging for Verification. When adequate
documentation of verification is not contained in the case record, the
reviewer shall arrange for verification from collateral contacts. For QC
purposes, a collateral contact is a source of information that can be used
to verify household circumstances. The reviewer should note those
elements that require additional verification and obtain the name,
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address, and telephone numbers of those sources from the household
during the interview.

420 HOUSEHOLD INTERVIEW. The QC reviewer shall conduct a
face-to-face interview for active cases subject to review to determine the
identity of the applicant and whether the household did exist and to
explore household circumstances affecting the sample month's eligibility
and allotment.

An interview is required for all cases except:
e Certain Alaska cases as provided in section 411,

e When the household is determined ineligible based on
information furnished by the household as provided in
sections 324 and 441, or

¢ The household fails or refuses to cooperate as provided in
section 442.2.

During the interview, the reviewer should review documentary evidence
and obtain names, telephone numbers and addresses for collateral
contacts.

In some instances when the interview cannot be completed, e.g., all
members who could be interviewed have died, the case is not subject to
review as provided in section 336.

421 Arranging Household Interview. The reviewer must
notify the household prior to the interview that it has been selected as
part of an ongoing review process for QC and that a face-to-face interview
will be held in the future. The reviewer must make arrangements for the
interview and may inform the household of the type of information that
the household will need to have available for the home visit.

422 Individuals Who Can Be Interviewed. The reviewer
must interview one of the following individuals:

e The head of the household;

e That person’s spouse when a member of the household;
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e Another knowledgeable member of the food stamp household
under review (who can identify the applicant, prove the
household exists, know circumstances that affect eligibility
and allotment, and provide documents along with the names,
telephone numbers and addresses of collateral contacts); or

e The authorized representative designated by the household
to make application for the program on behalf of the
household. An authorized representative may not be
interviewed if all household members who could be

interviewed have died or moved out of state. (See sections
336, 337 and 338.)

423 Location of Interview. The State agency determines the
location of the face-to-face interview in most cases. For most reviews,
the interview may take place at:

e The household’s home,

e The local certification office, or

e Another location that is mutually agreeable to both the
reviewer and the household.

An office interview must be waived if requested by any household that:
e |s unable to appoint an authorized representative and has no
household member able to come to the office because they

are elderly or disabled, or

e Is unable to appoint an authorized representative and lives in
a location not served by a certification office.

The reviewer should not choose the certification office when that will
inconvenience a household with:

e Inadequate public transportation
e No car

e Problems with child care
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e Conflicting work hours

e Conflicting school hours.

FNS encourages reviewers to interview households in their homes. A
home visit can be important in determining whether the household lived
at the address given. A home visit also enables the reviewer to make
visual observations of pertinent living circumstances. Reviews should not
take place in the home when:

e There is a threat to the reviewer’s physical safety if the
household lives in a high crime area

e No one is at home during the day because of employment.

When the interview is to be held at locations outside the home, the
household needs to be advised in advance what documentation it needs to
bring to the interview.

Interviews cannot be conducted over the telephone except in Alaska
under circumstances discussed in section 411.

424 Conducting the Interview. The following are procedures
for conducting the interview with the household. See Appendix H for
guidelines on interviewing techniques.

424.1 Opening the Interview. The reviewer must show proper
identification and explain the purpose of the interview. Telephone calls
and letters arranging the interview may have included such an
explanation, and reference to them may be useful.

424.2 Dealing With Household Fears During the

Interview. The reviewer may want to tell the household that it and
others were selected at random from a list of all households that received
food stamps in the particular month. The reviewer might also say that the
purpose of doing this is to find out if households in general are
participating correctly. The reviewer should assure the household that all
the information obtained from it and others will be safeguarded, that is,
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the Food Stamp Program allows only certain authorized persons to review
information about food stamp households.

424.3 Observation During the Interview. Observation should
be made of such things as vehicles and evidence about household
composition. For example, no toys or other evidence of young children
when the household has stated there are some in the household and/or
when the case record includes the existence of children in the household
could warrant further inquiry.

424.4 Establishing Household Composition. Household
composition should be established early in the interview process because
many of the questions to be asked depend on who is in the household. A
typical sequence would be to establish residency and then household
composition.

424.5 Reviewer Inquiries. The reviewer is required to ask the
household about each element as it applies to each household member.
For example, in a two-person household of Mr. and Mrs. Jones with
neither person exempt from work registration, the reviewer might ask,
"Mr. Jones, did you work for anyone or were you self-employed during the
month of October 2002?" That question would be repeated for Mrs. Jones:
"Did Mrs. Jones work for anyone or was she self-employed during the
month of October 2002?" Follow-up questions may be required.

If the reviewer obtains conflicting information about the household's
circumstances, the reviewer must resolve any inconsistencies by
recontacting the household. The source(s) of the conflicting information
may be the client, a collateral contact, or both. If the reviewer
determines that the new information is correct, the reviewer must
document why the first statement was incorrect or incomplete. For
example, if the household reported that it was paying $400 in rent and the
landlord stated that the household was actually paying $600 in rent, the
reviewer must ask the household to explain the inconsistency. The
reviewer must document the correctness of the statement used.
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424.6 Recording Example of recording a

Household Statements. The household’s statement: "Mr. Smith
reviewer must record the stated he worked for Charley's

household's statements in column | Choice Computers, 123 Main Street,

3 of the ENS-380 worksheet. 836-1234, during June 2002and
earned $300a week gross. He
424.7 Verification. The received 4 paychecks in June. No

one in the household received any
other earned income in June 2002.
He said no one was self-employed

during June 2002."

reviewer must verify household
information during the field
review if the verification was not
adequately documented in the
case file.

e Reviewing Documentary Evidence. The reviewer must
review appropriate documentary evidence which the
household has available.

e Obtaining Collateral Contacts. The household is the best
source of names, addresses and telephone numbers of
persons or sources that can verify household circumstances.
Therefore, the reviewer must ask the household for this
information. If the household refuses to provide such
collateral contacts, one of the following procedures must be
followed depending on State requirements:

1. The reviewer should try to find collateral contacts by
other means. In addition, the reviewer is free to
gather information from collateral contacts other than
ones obtained from the household; or

2. Households must sign a State release of information
form to allow QC reviewers to contact third parties to
obtain information pertinent to the household's food
stamp case. If the household refuses, the reviewer
must explain to the household that this refusal may
result in the household no longer receiving food
stamps. As discussed in section 442.2. such cases may
be completed if possible.
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430 COLLATERAL CONTACTS. Collateral contacts are needed
when verification is not present in the case record or from the household.
Most of the time the information that should be sought from a collateral
contact will be evident. For example, information about rent would
generally be obtained from landlords. Reviewers should also keep in mind
that one collateral contact can sometimes verify several elements.
Landlords can sometimes also verify household composition. Reviewers
should plan collateral contacts to make maximum use of third party
information. To minimize demands on the time of collateral contacts and
help make the review efficient, reviewers should try to obtain all the
information they need from a particular collateral contact at one time.

431 Obtaining Information From Collateral Contacts.
When contacting collateral information sources, reviewers must identify
themselves, describe their purpose, and state what information they
need. It does not mean that the agency suspects that there is something
wrong with the household's food stamp case. Discussions with collateral
contacts must focus on information pertinent to the review yet may
include factors other than those the reviewer planned to verify. For
example, a landlord who was contacted about rent may mention the
presence of a household member which neither the case record nor the
household indicated. If so, the reviewer should obtain any relevant
information about the person that the landlord may know and contact the
household again to resolve any inconsistencies.

432 Collateral Contact Refusal To Cooperate. A third party
may refuse to provide the information which is needed to verify an
element of eligibility or basis of issuance. The program has no authority
to require third party cooperation. If verification cannot be obtained
from other known sources, the household should be contacted again to
obtain another source. A collateral's refusal to cooperate should not be
interpreted as the household's refusal to cooperate.

433 Documentary Verification. The reviewer shall document
verification obtained from collateral contacts either by recording the
information in column 3 of the FNS-380 or by attaching copies of
documentary evidence. (See section 520 for documentation
requirements.)

440 COMPLETION OF FIELD REVIEWS. Field reviews must be

completed to the point where either ineligibility or the appropriate
benefit allotment is determined, verified and documented, except for
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cases that are not subject to review as specified in Chapter 3 and cases
that the reviewer is unable to complete in accordance with section 442.

441 Cases Determined Ineligible. If during the field
investigation the reviewer determines and verifies the household's
ineligibility, the review can be terminated at that point provided the
determination is based on information obtained from the household. If it
was obtained from another source, the correctness of such information
must be reviewed further. The reviewer shall try to resolve the
conflicting information by recontacting the household unless it cannot be
reached or refuses to cooperate. This contact may be by telephone, mail
or in person. If the reviewer is unable to resolve the difference with the
household, the reviewer shall use his/her best judgment based on the
most reliable data available and shall document how the final
determination was made.

442 Incomplete Case. Every reasonable effort must be made to
complete all active cases except those that are not subject to review. All
cases reported as not complete shall be reported to the State agency for
appropriate action on an individual case basis.

442.1 Case Record or Household Cannot Be Found. The
reviewer shall make all reasonable efforts to locate the case record and
the household.

) Case Record. When a case record cannot be found, the
reviewer must use whatever information is available to contact
the household and complete the review.

o Household. This provision does not apply when the household's
current residence has been located and confirmed but the
reviewer is unable to talk to the recipient. (See section 442.2
for refusal and failure to cooperate.)

The reviewer may be unable to locate the household at the
address indicated in either the case record or the issuance
record, and the reviewer is not otherwise aware of the
household's current address. Some cases may also include the
characteristic that correspondence from Quality Control to the
household has been returned with an official Postal Service
stamp indicating the correspondence was “undeliverable”,
“moved no forwarding address”, etc. (In this instance, the
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official Postal stamp may serve as one source of contact;
however, a letter marked simply unclaimed is not acceptable.)
In such circumstances the reviewer shall attempt to locate the
household by contacting at least two sources that the reviewer
determines are most likely to know the household's current
address. Such sources may include, but are not limited to:

1. The local office of the U.S. Postal Service;
2. The State Motor Vehicle Department;

3. The owner or property manager of the residence at the
address in the case record; and

4. Any other appropriate sources based on information
contained in the case record, such as public utility
companies, telephone company, employers, relatives or
school officials. Appropriate sources for homeless
households may include soup kitchen personnel, homeless
shelter operators, or transient housing officials. To qualify
as a contact, the source must provide feedback; messages
left on answering machines do not qualify.

After the reviewer has attempted to locate the household
and has documented the response of each source contacted,
if the household still cannot be located and the reviewer has
documented evidence that the household did actually exist,
the reviewer shall report the active case as not subject to
review (Code 2).

In these situations documented evidence shall be considered
adequate if it either:

e Documents two different elements of eligibility or basis
of issuance, such as a copy of a birth certificate for age,
a pay stub for income, or

e Documents the statement of a collateral contact
indicating that the household did exist.

If the reviewer fails to undertake these efforts or to properly
document the efforts, the case is considered incomplete
(Code 3) as opposed to not subject to review. When the
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reviewer determines that the household never existed, e.g.,
an apparently bogus case, or never lived at the address given
and the household cannot be located, the case must be
coded as incomplete (Code 3).

e Case Record and Household. If neither the case record nor
the household can be found, the case must be reported as
incomplete (Code 3) regardless of the State's efforts to
locate the household.

442.2 Household Refusal and Failure To Cooperate. One or
more members of the household may refuse or fail to cooperate with the
reviewer by refusing or failing to be interviewed or by not providing
collateral contacts.

e Determination of Refusal (Code 3). For a determination of
refusal to be made, the household must be able to
cooperate, but clearly demonstrate that it will not take
actions that it can take and that are required to complete
the QC review process. An outright refusal to talk to the
reviewer is an example. In certain circumstances, the
household may demonstrate that it is refusing to cooperate
by not taking action after having been given every
reasonable opportunity to do so, even though the household
or its members do not state that the household refuses to
cooperate.

!—Zxamples of Example of not responding to a
instances where the | letter: The household does not
household's failure  |respond to a letter that is the

to take required reviewer’s initial attempt to contact
actions in the household to arrange an
completing a QC interview, that is sent Certified Mail-
review has the Return Receipt Requested, and is
effect of arefusal  |signed for by a household member,
to cooperate within 30 days of the date of receipt;

include:




The key factor in
determining
whether the
household refused
or simply failed to
cooperate with the
reviewer is whether
the reviewer can
verify that the
household was
actually contacted
and aware that the
reviewer was seek-
ing the household’s
cooperation.
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Example of not attending an
interview: The household does not
attend an agreed upon interview with
the reviewer and then does not
contact the reviewer within 10 days of
the date of the scheduled interview to
reschedule the interview; or

Example of not following up:
Following contact with the reviewer,
the household does not return a
signed release of information
statement to the reviewer within 10
days of either agreeing to do so or
signing for a request from the
reviewer sent Certified Mail-Return
Receipt Requested.

Determination of Failure (Code 3). For a determination of
failure to be made, the reviewer must be unable to
document or verify that the household is unwilling to take
actions that it can take and that are required to complete
the QC review process.



Examples of
instances where
the household
would be
considered to have
failed to cooperate
rather than refused
to cooperate in
completing a QC
review include:
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Example of failure, not refusal, when
the household does not respond: The
household does not respond to notes or
messages left at the household’s verified
address or with a non-household
member, but the reviewer is unable to
verify that the household received the
notes or messages. An exception shall
be made to this provision for notes or
messages left with the household’s
eligibility worker. If the eligibility
worker states that the notes or messages
were conveyed to a household member,
and these notes or messages do not elicit
a response from the household, then the
household’s lack of response will be
considered a refusal to cooperate with the
reviewer.

Example of failure, not refusal, when a
third party does not cooperate: A
refusal to cooperate comes from a
person who is not a member of the
household of record.

Example of failure, not refusal, when the
household cannot cooperate: The
household demonstrates a willingness to
cooperate with the reviewer, but is unable
to provide requested information because
the information is not in the possession of
the household.

Steps To Obtain Compliance In Both Refusal and Failure to
Cooperate Situation. If a household refused or failed to
cooperate with the reviewer, certain steps must be taken.
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The case must be reported to the State agency for it to take
other administrative action. Such action may include such
things as having the eligibility worker contact the
household, assigning the case to another QC reviewer and
writing the household a letter from a State official such as
the Welfare Commissioner.

After such actions, in cases where it has been determined
that the household refuses to cooperate, the household
shall be notified of:

o The penalties for refusing to cooperate with respect
to termination and reapplication

o The possibility that its case will be referred for
investigation for willful misrepresentation.

If the household refuses to cooperate after such notice, the
reviewer shall report the household's refusal to the State
agency for termination of the household's participation
without regard to whether the reviewer is able to complete
the case.

It is the responsibility of the State agency to establish
whether a household's lack of cooperation is based on a
refusal or a failure to cooperate. All the steps taken in the
attempt to gain the cooperation of the household, as
outlined in this section, shall apply to all cases in which the
household is determined to have either refused or failed to
cooperate with the reviewer, except that the reviewer shall
not report the case to the State for termination when it is
determined that the household failed, rather than refused,
to cooperate.

In instances where the reviewer has verified the
address/residence of the household, but the household does
not respond to letters, notes, or messages requesting the
household’s cooperation, the reviewer shall report the case
to the eligibility worker for appropriate administrative
action, including possible termination of the household’s
eligibility due to loss of contact between the State agency
and the household. The reviewer shall request that the
eligibility worker inform the household of the quality
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control review and how to contact the reviewer if the
household responds to any proposed administrative action.

In all cases where the reviewer has determined that the
household refused or failed to cooperate in completing the
quality control review, the reviewer shall attempt to
complete the case without the cooperation of the
household. If the reviewer is able to determine and verify
all of the necessary information without the cooperation of
the household, the case shall be reported as complete even
if the household could not be interviewed.

If the reviewer is unable to determine and verify all of the
necessary information without the cooperation of the
household, the case shall be reported as incomplete. If,
after disposition of the case as incomplete, the household
later agrees to cooperate with the reviewer (at any time up
until 95 days after the end of the review period) the
reviewer must reattempt to complete the case.

All of the steps taken to gain the cooperation of the
household and to complete the review must be documented
in the QC review record.

442.3 Likely Conclusion. If the reviewer cannot obtain the
required verification (see Chapters 5 and 8 through 11), the reviewer
should explore other evidence, and review the eligibility worker's actions
in the context of the overall case record and other QC case findings. If
the reviewer is unable to arrive at a likely conclusion in such cases, the
case must be coded as incomplete. If the reviewer is able to arrive at a
likely conclusion, the case should be coded as complete. The reviewer
must document the FNS-380 worksheet with the steps taken to meet the
verification standards and how any alternate information helps
substantiate the reviewer's determination.

The reviewer cannot use likely conclusion for certain elements, e.g.:
e Non-citizen status,
e |EVS for bank accounts and employment,

e DMV for vehicles,
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e SSN’s and
e Work requirements.

442.4 Late Reviews. Reviews shall not be reported as incomplete
solely because the reviewer is unable to complete the review in time for
it to be reported in accordance with the reporting requirements in section
190 unless the State agency obtains prior FNS approval.



FNS HANDBOOK 310

CHAPTER 5

VERIFICATION AND DOCUMENTATION

500 GENERAL. This chapter contains the general verification and
documentation requirements. Refer to Chapters 8 through 11 for specific
verification and documentation requirements for each element of eligibility
and basis of issuance.

510 VERIFICATION. The reviewer must verify from information in the
certification record or collateral contacts each element of a household's:

e Eligibility for the point in time dictated by the eligibility rules
governing the household's sample month participation, and

¢ Benefit calculation for the household's budget month.

511 Sources of Verification. The reviewer shall obtain sufficient
evidence to establish the factual information for each element under review.
A list of sources for verification is provided under the standard verification
section of each element. These sources have generally proven to be the most
reliable and have been provided to assist reviewers in completing reviews to
the point when the proper benefit allotment is determined. In most instances,
reviewers may use sources other than those listed under standard verification
as long as they meet the criteria for evaluating evidence. (See section 513.)
For a few elements, only specific sources of verification may be used as
indicated in Chapters 8 through 11.

512 Use of the Income and Eligibility Verification System

(IEVS) Data. For certain elements as specified in Chapters 8 through 11, use
of IEVS as verification and/or to obtain leads for further investigation is
mandatory. In using information from IEVS, reviewers should consider the lag
time necessary for information from provider agencies to be updated, input
and available for access through IEVS. In some instances this process may run
one or two quarters behind. As a result of this delay, absence of information
from IEVS should not be construed as confirmation of the nonexistence of
income/resources.

513 Evaluating Evidence.
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513.1 As the reviewer obtains evidence, he/she must evaluate the
evidence to ensure that:

It meets the verification requirements for the element.

It does not conflict with other evidence, or that the conflicts are
resolved and documented.

It proves (either by itself or in combination with other evidence)
the facts being verified.

It pertains to the case member(s) or other individuals to whom it
is supposed to apply.

It establishes the circumstances for the element AORD for the
appropriate issuance and budget month.

513.2 In judging the reliability of evidence, the reviewer should consider

the following:

Age of Evidence or Date Evidence was Established. Does the
date the evidence was established lend credence to the factor
being established, or does it raise questions?

Purpose for Which Established. Why was the evidence
prepared? Would there be any reason for falsifying the
evidence?

Basis for the Evidence. What or who is the source? Is it
reliable? For example, was the information provided for the
purpose of establishing eligibility? If not, who provided the
information?

Nature of the Evidence. Is the evidence official, such as a birth
certificate, deed or other legal instrument?

Custody of the Evidence and Its Availability. Is the evidence in
the custody of a person who might have a vested interest in
changing or slanting the evidence?



FNS HANDBOOK 310

e Way in Which Specific Information Is Recorded. Does written
evidence clearly establish the facts of the issue being reviewed?
For example, is the specific date of birth shown, or does it show
only age? If it shows only age, does it indicate last or next
birthday? If the answers to any of the questions raise doubts
concerning the reliability of the evidence, or the identity of the
person to whom the evidence pertains, resolve these doubts
and/or attempt to obtain other types of evidence.

The verification requirements of each section are the minimum requirements,
and the reviewer may pursue additional verification. Whether the reviewer
uses sources from the standard verification listing, other sources or IEVS, error
determinations will ultimately be based on the household's actual
circumstances.

514 Positive and Negative Allegations. Verification standards
differ in some instances depending on whether the household responds
positively or negatively to a question.

For example, if a household admits to having liquid resources, its statements
are verified in a certain way. If a household denies having liquid resources, its
statements are verified according to whether or not there is cause to doubt the
negative allegation.

Verification standards for negative allegations are included as needed with
verification standards for positive allegations.

515 Guidance for Particular Elements. Guidance is provided in
Chapters 8 through 11 for each element to show what verification is required.
The State shall use the IEVS data in accordance with Chapter 9 on resources
and Chapter 10 on income.

520 DOCUMENTATION. Verification must be documented by
recording information on the worksheet and, whenever possible, by attaching
copies of documentary evidence. Documentation must clearly show the basis
for the reviewer's findings for each individual element. It is the basis for
determining if a variance exists in an element.



521 Documentation

With Attachments.
Whenever verification is
documented by attaching a copy
of some official document or
correspondence to the
worksheet, the reviewer should
make a note on the worksheet
for the appropriate element
referring to the document and
stating the fact that it verifies.

522 Documentation by

Recording a Document.
When a copy of the document is
not obtainable, the reviewer
must record the information on
the worksheet. For
documentation of documentary
evidence from official sources
and correspondence and written
statements from collateral
contacts to be considered
adequate, it must contain the
following:
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Examples of documentation with an
attachment: Henry Jones stated that he
was born April 10, 1950. Verified by New
York City birth certificate number 11234.
See attached copy.

Sarah Wilson stated her rent was $450 per
month that did not include utilities.
Verified as $450 per month for March 2002

in letter from landlord. See attached copy.

Examples of documentation by recording:
Wages for John Doe were verified by
viewing two biweekly pay stubs from Jo
and Mo's Bakery, 221 Landgrave Place,
Pleasant, Ohio, check #0631, received 10-
13-02, Gross Amt. $206.50 and check
#2506, received 10-27-02, Gross Amt.
$323.80.

Sarah Wilson stated her rent was $450 a
month that includes all utilities. Verified
as $450 for March 2002 from rent records
viewed at Cherry Tree Apartments rental
office, 500 Cherry Tree Lane, Blossom City.

e The source and type of document, its date (processed, signed,
received or sent), any identification number, and the volume
and page number if applicable;

o Where the document is located, if appropriate, such as a

government office;

e The pertinent information from the document; and

¢ How the information from the document applies to the specific

period of time.
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523 Documentation of Verbal Statement by a Collateral

Contact. When documentary evidence cannot be attached to the QC file,
information may be obtained verbally from collateral contacts and must
contain the following information to be considered adequate:

* The name of the Example of documenting a verbal

contact, statement: Susan Gromolinsky stated that
e Title and the day care center her two children
organization (if attended in October 2000 charged $160 a
. month per child. Verified 2/15/02 in
appropriate),

statement from Estelle Smith, Director,
Cheery Child Day Care, phone 275-1662,
that Tammy and Brenda attended all of
October 2000 and Susan Gromolinsky was
charged $320 for that month.

e Telephone number
(if none, so state),

e Address (if no
telephone number
or if information was
obtained in person),

¢ Significance to household; and

e Date or dates of contacts and
pertinent information obtained.

524 Verification and Documentation of Negative Allegations.
In addition to verification of

o . Example of documenting a negative
positive factor; which the allegation: Mr. Baker stated that no one
household admits, such as in the household owned any licensed
employment, bank accounts and vehicle in July 2002. Verified by Motor

expenses allowable as : int-
deductions, a household's Zj{\lcle Department. See attached print

negative allegations, for
example, that no one in the household is employed, no one has a bank account
or no one owns a vehicle must be verified. Verification of negative allegations
needs to be documented on the worksheet as does verification of positive
allegations.

525 Verification and Documentation in Automated

Certification Systems. In some State agencies, the certification file may
be contained wholly or partially in computer files.
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In such instances, the QC reviewer must ensure that verification and
documentation is sufficient to establish each element of eligibility and the
benefit calculation for the household's budget month. If not, the QC reviewer
shall obtain the necessary verification and document the worksheet in
accordance with the standards in this chapter, and Chapters 8 through 11.
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CHAPTER 6

ERROR DETERMINATION PROCESS

600 PURPOSE. The purpose of the error determination process is to
determine whether each active case is eligible, eligible with an overissuance
or underissuance, or ineligible for the sample month. The term "error” applies
to the allotment. There is an error in the case if the household is ineligible.
There is also an error in the case if the household is overissued or underissued
more than $25. The inclusion or exclusion of any variance in an element may
affect the error determination process; however, a variance is not an error.
There are two parts to the error determination process, the eligibility test and
the allotment test.

610 THE ELIGIBILITY TEST. The first thing the reviewer has to do is
to determine whether the household was eligible to receive the sample month
issuance. The reviewer must use the procedures in Chapters 5 and 7 through
11 to verify the household's circumstances and to determine whether any
variances found during the review are to be included or excluded. The
procedures to be used depend upon the household's eligibility system, as
distinct from its budgeting system, requirements. If the household was
ineligible, the error determination process is complete. Column (2) of the
computation sheet would be completed using the figures determined in the
test if the necessary figures were obtained during the review. If the review
was terminated before the household's complete circumstances were
established, column (2) is not completed. The allotment amount would be
zero as the entire amount authorized for the sample month was in error. The
reviewer would enter Code 4 in Item 6 and the amount of the authorized
allotment in Item 7 of Form FNS-380-1. If the household is eligible, the
reviewer must continue with the Allotment Test.

620 THE ALLOTMENT TEST. The allotment test is a two-step
process. It consists of two comparisons. The first comparison is a comparison
of an allotment computed based on actual, verified circumstances to the
authorized allotment. The second comparison is a comparison of an allotment
based on the verified circumstances excluding appropriate variances to the
authorized allotment. Prior to doing the allotment comparisons, the reviewer
must verify the household's actual circumstances appropriate for the
household's budgeting requirements.
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621 Comparison |I. The first comparison is of an allotment computed
based on the actual, verified budget month circumstances to the authorized
allotment. The reviewer must not determine whether there are any variances
for the purposes of this comparison.

621.1 Using actual, verified income and deductions for the budget month,
the reviewer must compute an allotment. This figure must include any
relevant annualized or prorated amounts, and any applicable standard (i.e.,
SUA, homeless shelter standard, etc.). As appropriate, income received on a
weekly or bi-weekly basis must be converted to a monthly figure.

621.2 Then the reviewer must compare the allotment amount computed in
621.1 to the amount the eligibility worker authorized for the sample month.

621.3 If the difference between these two allotment amounts is $25 or
less, the error determination process is over. There is no error in the
allotment amount authorized for the sample month. The reviewer must use
the actual verified budget month circumstances for completing column (2) of
the computation sheet and must enter Code 1 in Item 6 of the Form FNS-380-1.

621.4 If the difference between these two allotment amounts is greater
than $25, the reviewer shall proceed to Comparison Il.

622 Comparison Il. The second comparison is of the authorized
allotment and an allotment based on the verified budget month circumstances,
excluding any variances in accordance with the requirements in Chapters 7
through 11.

622.1 The reviewer must compute an allotment, using the verified budget
month circumstances, excluding any variances as appropriate.

622.2 Then the reviewer must compare the allotment amount computed in
622.1 to the amount the eligibility worker authorized for the sample month.

622.3 |If the difference between these two allotments is $25 or less, the
error determination process is complete and there is no error in the allotment.
The reviewer must use the figures from 622.1 for column (2) of the
computation sheet and enter Code 1 in Item 6 of the Form FNS-380-1.



622.4 If the difference
between these two allotment
amounts is greater than $25,
there is an error in the allotment
amount authorized for the
sample month. The reviewer
must use the figures from 622.1
or the figures from 621.1 for
column (2) of the computation
sheet and determine the amount
in error. The figures used (622.1
or 621.1) must be whichever
figures result in the least
quantitative error for the case.
The amount in error is the
difference between the two
allotments. The reviewer shall
enter Code 2 for "Overissuance”,
or Code 3 for "Underissuance”, in
Item 6 and the amount in error
in Item 7 of Form FNS-380-1.
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Example of Using Comparison | figures to
determine the error: For the case under
review, the figures from 621.1
(Comparison |) reflect an allotment error
of a $35 overissuance. The figures from
622.1 (Comparison Il) reflect an allotment
error of a $65 overissuance. It is the
figures from Comparison |, the $35
overissuance which must be used in the
final error determination of the case.

Example of Using Comparison Il figures
to determine the error: For the case
under review, the figures from 621.1
(Comparison [) reflect an allotment error
of a $140 underissuance. The figures from
622.1 (Comparison Il) reflect an allotment
error of a $70 overissuance. It is the
figures from Comparison Il, the $70
overissuance, which must be used in the
final error determination of the case.
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CHAPTER 7

REVIEW PROCEDURES RELATIVE TO CERTIFICATION
SYSTEMS AND CHANGES

700 GENERAL. For QC purposes, it is critical that the reviewer
determine the rules governing each household's participation in the issuance
month in relation to eligibility, budgeting and reporting. The certification
system determines the period of time for which household circumstances must
be verified for QC purposes. It also determines when changes must be made
effective.

There are two basic eligibility and budgeting systems - prospective and
retrospective. The prospective eligibility and budgeting system uses the same
month to consider the eligibility of the household and to budget the income
and deductions in determining benefits. A household’s circumstances are
considered and the eligibility worker anticipates the circumstances for the
issuance month based upon recent income and deductions and considering
information provided by the client. Retrospective budgeting uses the
circumstances, income and deductions from a specific prior month to
determine benefit level. The retrospective budgeting system may be either
one-month or two-month systems. The eligibility and budgeting systems may
vary based upon characteristics and established State procedures. For
example, the State may have a two-month retrospective budgeting and
prospective eligibility system for households with earned income and
prospective eligibility and budgeting for all other households. In addition,
States have the option of counting TANF income prospectively in an otherwise
retrospectively budgeted system, and certain new members may be added
under prospective budgeting for several months to an otherwise retrospectively
budgeted household. Another factor to consider in determining the correct
system is whether there was a recent change that should have resulted in a
household being switched from one system to another. Households that were
not certified in the previous month are phased into retrospective budgeting
with "beginning” month treatment. This means that prospective budgeting is
used for one or two initial months depending on the State's system.

The QC reviewer must use the correct system(s) even if an incorrect system
was actually used to authorize the sample month benefits. In determining the
correct system(s), the reviewer must consider the food stamp regulations,
State options, implemented waivers, and individual household circumstances.
For example, if a PA household with earned income should have been subject
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to retrospective budgeting for PA and food stamp purposes but it was
erroneously certified prospectively for both programs, the QC reviewer must
use the retrospective budgeting review procedures.

710 VERIFICATION TIME PERIODS. The procedures in sections 711-

713 specify the time periods for which household circumstances must be
verified by the reviewer.

When retrospective budgeting is combined with prospective eligibility, the
reviewer must verify income and deduction information for two months, i.e.,
the budget month and the issuance month. The specific verification standards
by element in Chapters 8-11 shall be used.

711 Prospective Systems. (For further information refer to
Definitions and sections 221 and 222.)

711.1  Eligibility. For cases subject to prospective eligibility, the
reviewer shall verify all elements governing the household's eligibility, except
for income and deductions, AORD. The reviewer shall verify income and
deductions (when a net income determination is necessary) for the entire
issuance month.

711.2 Benefit Level. For cases subject to prospective budgeting, the
reviewer shall verify all income and deduction elements governing the
household's benefit level for the entire issuance month.

NOTE: In a prospective system, the budget month and the issuance month are
the same.

712 Retrospective Systems. (Reference Definitions and sections 221
and 222.)

712.1 Eligibility. For cases subject to retrospective eligibility, the
reviewer shall verify all elements governing the household's eligibility, except
as otherwise provided in this paragraph, as of the last day of the budget
month. The reviewer shall verify elements related to residency, social security
numbers, work registration, and the transfer of resources AORD. The reviewer
shall verify income and deductions (when a net income determination is
necessary) for the entire budget month.
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712.2 Benefits. For cases subject to retrospective budgeting, the
reviewer shall verify all income and deduction elements governing the
household's benefit level for the entire budget month.

712.3 New Members After the Budget Month. If the household
reported that a new member had or would join the household after the budget
month and the State was required to add the person by the review date, the
reviewer shall verify household composition AORD.

If the new member was required to be added prospectively because the person
was not previously participating, the new member’s circumstances shall be
verified AORD except for income and deductions that shall be verified for the
entire issuance month. If the new member was required to be added
retrospectively because the person was previously certified in another
household in the previous month, the new member's circumstances shall be
verified in accordance with sections 712.1 and 712.2.

713 Exceptions.

713.1  Prorated Income and Averaged and Prorated Deductions.
When income was or should have been prorated over the budget month and/or
month for which eligibility was determined, the reviewer shall verify the
amount of such income regardless of when it was received and compute a
correct monthly amount. The same procedure applies to one-time or periodic
expenses that were or should have been averaged or prorated.

713.2 Variances. Information supporting variances must be verified.
This means that in some instances information must be verified for months
other than the budget and/or issuance month depending on when the error
occurred.

For example, for a prospectively budgeted household, if there is a variance
between the worksheet in effect AORD and the verified sample month
information, the reviewer must determine and verify if the variance occurred
at the time of certification or subsequent to that time.

713.3 Categorical Eligibility. The reviewer shall verify household
composition AORD and whether all members were authorized to receive PA,
SSI, an appropriate GA payment in the sample month or authorized to receive
the benefits of a State Program conferring categorical eligibility. This applies
even for retrospective eligibility determinations.
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713.4 Transitional Benefits. The reviewer must verify the household’s
eligibility to be certified to receive transitional benefits. This applies whether
the household has received benefits under transitional criteria or not.

720 REVIEW PROCEDURES RELATIVE TO REPORTING

REQUIREMENTS. The types of reporting requirements are: change
reporting, semiannual reporting, monthly reporting, transitional benefit (no
reporting) and alternatives to these systems approved by waiver. (Refer to
Definitions, section 223 and Appendix A.) Because of State options and
waivers, a household may be subject to one reporting requirement for all
elements or different requirements for different elements. The reporting
requirements will delineate what has to be reported.

This, in combination with the reporting time frames, will determine which
variances are excluded.

The reviewer shall use the procedures in this section to determine whether a
variance resulting from a change in the household’s circumstances must be
included or excluded from the error determination due to reporting and
processing time considerations. A change is a modification of the household’s
circumstances that takes place subsequent to the time of certification or
recertification. The exclusionary time periods in this section apply to all
changes in circumstances unless otherwise specified in Chapters 8-11.

The circumstances as verified by the reviewer for the budget/issuance month,
including prorated or averaged income and deductions as appropriate, shall be
compared to the worksheet in effect AORD. If there are no variances in an
element when the verified circumstances are compared to the worksheet, the
reviewer must stop the review of the particular element.

If there is a variance, the reviewer shall determine the correct reporting
procedure for each element. In some States all elements will be subject to the
same reporting requirements. This determination shall be based on the State's
reporting requirements that were in effect for the issuance month.

721 Changes Relative to Appropriate Month. The reporting
requirements apply to both prospective and retrospective systems. Based on
the household's certification system, the reviewer must relate changes to the
appropriate budget and issuance month in which the change occurred or was
anticipated. For example, if a change reporting household in a prospective
eligibility and two-month retrospective budgeting system reported on June 1
that it anticipated an increase in income in July, the change must be
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considered in determining the household's eligibility for July. The increase in
income would not, however, affect the household's benefit level until July
becomes the retrospective budget month, i.e., September.

722 Change Reporting. These procedures apply to households that
are subject to the change reporting requirements in section 223.2 and to
changes the State becomes aware of from a source other than a monthly
report.

The 30-day and 20-day time periods referenced in this section are based on the
regulatory requirements for change reporting. The requirements are 10 days
for the household to report changes, 10 days for the State agency to act on
known changes and a 10-day notice of adverse action period for actions to
reduce or terminate benefits. State agencies have the option of using the
same time period for the notice of adverse action as they use for public
assistance purposes. This may be longer or shorter than 10 days. If it is, the
20-day and 30-day time periods that are related to the change reporting
requirements shall be adjusted by the same number of days. For example, if a
State uses a 12-day advance notice of adverse action to be consistent with
public assistance, the 30-day period for unreported changes shall be changed
to 32 days and the 20-day period for acting on reported changes shall be
changed to 22 days.

722.1 Changes Prior to the Notice of Eligibility for Initial
Certifications.

¢ Initial Month. Variances that are the result of unreported
changes that became known to the household subsequent to the
interview shall be excluded if the sample month is the initial
month. Variances that are the result of changes that were
voluntarily reported by the household between the time of the
interview and the certification action are included variances
unless the State had less than 10 days, from the date that the
change is reported until the date the household is certified to
act on the change. The date the household is certified is the
review date if the sample month is the initial month.

e Subsequent Months. Unreported changes that became known or
occurred between the time of the interview and the date of the
notice of eligibility shall be treated as though they became
known to the household on the date of the notice of eligibility.
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722.2 Unreported Changes. The following procedures apply to
unreported changes under the change reporting requirements. Any variance(s)
resulting from changes which occurred or the reviewer can document became
known to the household more than 30 days prior to the review date, shall be
included in the error determination. Variances resulting from changes that
became known to the household or occurred 30 days or less prior to the review
date shall be excluded from the error determination. There are two
exceptions that are:

¢ In a one-month retrospective budgeting system with either
prospective or retrospective eligibility when the review date is
the first day of the issuance month and the household's issuance
is after the 15th day of the issuance month, any variances that
occurred or became known prior to the 15th day of the budget
month shall be included in the error determination.

¢ |n a two-month retrospective budgeting system with either
prospective or retrospective eligibility when the review date is
the first day of the issuance month, the 30-day period is
converted to a month's time for simplicity. Therefore, a change
that occurred or became known during the budget month shall
be included. Any variance resulting from a change that occurred
or became known to the household in the processing month shall
be excluded from the error determination. (See section 721 for
changes relative to the appropriate month.)

722.3 Reported Changes. The following procedures apply to reported
changes under the change reporting requirements. If a change in
circumstances was reported which the State agency was required to effect
AORD, any variance(s) resulting from the agency's failure to effect the change
AORD shall be included in the error determination.

e Two-Month Retrospective System. In a two-month
retrospective eligibility and/or budgeting system where the
review date is the first day of the issuance month, any
variance(s) resulting from change(s) that occurred during the
budget month shall be included in the error determination. Any
variance(s) resulting from change(s) that occurred during the
processing month shall be excluded.

NOTE: This does not apply to prospective eligibility.
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e Other. In systems other than two-month retrospective systems
variances shall be included in the error determination as
specified below.

1.

2.

Variances shall be included if the change would have resulted
in an increased allotment, it was reported more than 10 days
prior to the review date and action on the reported change
was not pending AORD because the household had not
submitted the necessary verification. An exception shall be
made to this provision in those situations where a household
has applied for initial benefits after the 15th of the month,
and receives a combined first and second allotment. In such
situations, if the second month is the sample month, any
changes occurring in the first month, which the State agency
is not required to affect for the second month, shall be
excluded from the error determination process.

Variances shall be included if the change would have resulted
in ineligibility or a decreased allotment and it was reported
more than 20 days prior to the review date with two
exceptions:

a. If the notice of adverse action expired during the issuance
month (the sample month), and in a prospective system
the State agency had decided not to effect the change
until the month following the issuance month, the
variance shall be excluded; or

b. If the notice of adverse action notice expired on a
weekend or holiday on which the review date also falls,
the 20-day period shall be extended by the appropriate
number of days. Additionally, if the review date falls on
the day after a weekend or holiday on which the notice
expires, the 20-day period shall be extended for the
appropriate number of days.

In regard to all variances covered by this section, if a change
became known to the household more than 30 days prior to the
review date but was reported too late for the agency to effect
the change AORD, any variance resulting from the change shall
be included in the error determination.
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722.4 New Members. New members who are not already participating
in another household must be added no later than the month following the
month in which they were reported. In order to do this, the State may issue a
supplement. (See section 233 for further details regarding the reviewability of
supplemental benefits.) To determine if the reported addition of a new
member was properly handled for QC purposes, the reviewer must determine if
the change would increase or decrease benefits.

¢ Increase Benefits. If the addition of a new member(s) would
increase benefits, any variance resulting from the State agency's
failure to include the member in the month after the change was
reported must be included unless verification was not submitted
as of the last day of the issuance month. (If timely verification
was provided prior to the end of the issuance month, a
supplement should have been authorized in the issuance month.)

NOTE: If a State agency pulls its QC sample prior to the sample
month, and a household reports a new member on or after the
sampling date, but prior to the first day of the sample month,
the addition of the new household member must be examined to
determine if it was properly handled, but the supplemental
allotment (or change in regular allotment) itself is not included
in the allotment subject to review. In such circumstances, if a
supplemental allotment (or change in regular allotment) was
authorized then no variance for this situation shall be cited.
However the new household member, and any income or
deductions associated with this person, shall be excluded from
the remainder of the review. The correctness of the amount
authorized in the supplemental (or change in regular allotment)
is not subject to examination by QC in this situation. If a
supplemental allotment (or change in regular allotment) is not
authorized for the new household member then a variance for
failure to include the new household member shall be cited.

e Decrease Benefits. If the addition of a new member(s) would
make the household ineligible or decrease benefits, the change
must be handled the same as any other change resulting in
ineligibility or decreased benefits in accordance with section
722.3 above.

e Disqualified Members. When members that have been
disqualified for intentional program violations or work
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requirement sanctions become eligible, they must be added in
the month after the disqualification period ends. Such changes
shall be reviewed as a reported change for QC purposes because
the State agency knew about the change.

722.5 Incorrect Action. In all cases, any variance resulting from the
agency acting incorrectly shall be included in the error determination.

722.6 Notices of Expiration. A household's certification period may
have been shortened with a Notice of Expiration because the State agency was
unable to obtain sufficient information on a change that involved one or more
elements but the household had not refused to cooperate with the State
agency. If so, and the sample month is the next to the last or the last month
of the certification period, any variances in these elements resulting from the
change shall be excluded provided the household reported the change in a
timely manner. Variances that occurred at the time of certification or
recertification and those resulting from changes reported in an untimely
manner shall not be excluded under the provisions of section 722.6.

723 Monthly Reporting. These procedures apply if the element was
subject to monthly reporting.

723.1 One-Month System Where the Element Was Subject to
Monthly Reporting.

e Unreported Changes. In reference to prospective eligibility,
and/or prospective budgeting (the provisions concerning
prospective budgeting apply when new members are added
under prospective budgeting), if the reviewer discovers a
variance in an element that is the result of a change which
became known to the household after the budget month, the
variance shall be excluded from the error determination.

If the change occurred in, or the reviewer can document that
the household was aware of the impending change during the
budget month, the resulting variance shall be included in the
error determination.

In reference to retrospective eligibility and/or retrospective
budgeting, if the reviewer discovers a variance in an element
that is the result of a change that occurred in the budget month,
the resulting variance shall be included in the error
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determination. If the changes occurred after the budget month,
the variance shall be excluded in the error determination.

An exception shall be made to the provision to include in the
error determination process any variances resulting from a
change that occurred in the budget month, in those situations
where a household has applied for initial benefits after the 15th
of the month, and receives a combined first and second month
allotment. In such situations, any changes occurring in the first
month, which the State agency is not required to affect for the
second month, shall be excluded from the error determination
process.

Reported Changes on the Monthly Report. In reference to
prospective eligibility and/or prospective budgeting, any
variance resulting from a change which the reviewer can
document became known to the household or occurred in the
budget month and will continue through the issuance month shall
be included in the error determination. (These provisions
concerning prospective budgeting apply when new members are
added under prospective budgeting.)

In reference to retrospective eligibility and/or retrospective
budgeting, any variance resulting from a change that occurred in
the budget month shall be included in the error determination.

Any variance resulting from the agency's failure to effect a
change that was reported on the monthly report AORD that the
State agency was required to effect shall be included in the error
determination.

An exception shall be made to the provision to include in the
error determination process any variances resulting from a
change that occurred in the budget month, in those situations
where a household has applied for initial benefits after the 15th
of the month, and receives a combined first and second
allotment. In such situations, any changes occurring in the first
month, which the State agency is not required to affect for the
second month, shall be excluded from the error determination
process.
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New Household Members. If the addition of a new household
member in the issuance month is reported on the monthly report
for the budget month, the State agency is required to effect the
change in the issuance month (the sample month). The reviewer
must determine if the issuance month's benefits properly reflect
the addition of the new household member(s). Any variance
resulting from the agency's failure to add the new member or
incorrect adjustment of the issuance month allotment shall be
included in the error determination.

State Agency Action. In all cases, any variance resulting from
the agency acting incorrectly shall be included in the error
determination.

723.2 Two-Month System Where the Element Was Subject to
Monthly Reporting.

Unreported Changes. In reference to prospective eligibility
and/or prospective budgeting any variance resulting from a
change that became known to the household after the budget
month shall be excluded from the error determination. If the
change occurred in, or the reviewer can document that the
household was aware of the impending change during the budget
month, the resulting variance shall be included in the error
determination. (These provisions concerning prospective
budgeting apply when new members are added prospectively.)

In reference to retrospective eligibility and/or retrospective
budgeting, if the reviewer discovers a variance in an element
that is the result of a change that occurred in the budget month,
the resulting variance shall be included in the error
determination. If the change occurred after the budget month,
the variance shall be excluded from the error determination.

Reported Changes on the Monthly Report. In reference to
prospective eligibility and/or prospective budgeting any variance
resulting from a change which the reviewer can document
became known to the household or occurred in the budget month
and was expected to continue shall be included in the error
determination. (These provisions concerning prospective
budgeting apply when new members are added prospectively.)
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In reference to retrospective eligibility and/or retrospective
budgeting, any variance resulting from a change that occurred in
the budget month shall be included in the error determination.
If the change occurred after the budget month, the variance
shall be excluded.

Any variance resulting from the agency's failure to effect a
change reported on the report AORD that the agency was
required to effect shall be included in the error determination.

New Household Members. If the addition of a new household
member in the processing month (the month before the issuance
month) is reported on the monthly report received in the
processing month, the State agency is required to effect the
change in the issuance month (the sample month). The reviewer
must determine if the issuance month's allotment properly
reflected the addition of the new household member(s). Any
variance resulting from the agency's failure to add the new
member or incorrect adjustment of the issuance month's
allotment shall be included in the error determination.

State Agency Action. In all cases, any variance resulting from
the agency acting incorrectly shall be included in the error
determination.

724 Reviewing Prospectively Budgeted Elements/Sources in

an Otherwise Retrospectively Budgeted Case. These procedures
apply if a State agency has elected a budgeting system under which an
element, or a particular type of source within an element is budgeted
prospectively while other elements/sources are budgeted retrospectively. An
example of this would be a system under which all types of income except for
TANF are budgeted retrospectively while the TANF income is budgeted
prospectively. The following review procedures apply:

Prospectively Budgeted Elements/Sources. These
elements/sources must be reviewed in accordance with
prospective budgeting procedures contained in sections under
722 and 724.1. The procedures for reported changes must be
applied to both changes reported by the household, and changes
which the State becomes aware of from another source. For
example, in the case of a State agency which prospectively
budgets TANF income, and retrospectively budgets all other
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e sources of income, a change in a TANF grant would be a change
that the State agency is aware of since the State agency itself is
the source of the TANF income.

e Retrospectively Budgeted Elements/Sources. These
elements/sources must be reviewed in accordance with
retrospective budgeting procedures contained in sections under
722 (for change reporting elements/sources) or sections under
723 (for monthly reporting elements/sources), as appropriate.

724.1 Adding New Members Prospectively to a Retrospectively

Budgeted Household. In some cases, new members must be added using
prospective eligibility and budgeting while the remainder of the household is
retrospectively budgeted. This may occur in a two-month system if the new
member was not already certified to receive food stamps in another
household. It may occur in other situations if the State has a waiver. The
reviewer shall determine the number of months a new member is handled
prospectively based on the regulations, the State's system(s) and waivers. The
new person’s income and deductions from the issuance month shall be added to
the other household members' income and deductions from the retrospective
budget month to determine the household's allotment.

e Verification. See section 712.3.
e Variances.

1. If a new member was reported, the reviewer shall determine
if the new household member and the new member’s
circumstances were handled correctly. Variances resulting
from the State agency's improper action shall be included in
the error determination.

2. If the new member was not reported or not acted on, the
reviewer shall use the monthly reporting procedures in
section 723 for prospective eligibility and prospective
budgeting to determine if the variance(s) shall be excluded.

725 Transitional Benefits. A household may receive transitional
benefits upon leaving the TANF program. If the sample month is one of the
months where transitional benefits should be received, any variances in the
case resulting from changes which occur after transitional benefits are
established must be excluded. Variances that occurred prior to the calculation
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of the transitional benefits are excluded. All variances that occur after the
transitional benefits are established are excluded except for reported changes
that increase benefits, or that would result in duplicate participation and any
actions taken to lower benefits. Variances that occur in calculating the
transitional benefits must be included. Variances that result from actions that
should not have been taken or actions that should have been taken must be
included. Variances that result from the transitional period being longer than
allowable will be included.

725.1 Determining Eligibility for Transitional Benefits. The
reviewer must determine if the household meets any of the following criteria
that would render the case ineligible to receive transitional benefits:

e the household was noncompliant with TANF requirements and has
had a comparable food stamp sanction imposed upon it,

¢ the household has violated a food stamp work requirement,

¢ a household member has committed an intentional Program
violation, or

e the household’s TANF case was closed because the household
failed to comply with food stamp reporting requirements.

If the reviewer verifies that any of these conditions apply, then the case must
be reviewed in accordance with standard review procedures rather than the
review procedures specified in this section.

725.2 Variance Determination. The reviewer must follow these steps
in completing the error determination:

Step 1. Compare the QC verified sample month circumstances to the amount
of benefits authorized for the sample month. This is the Comparison |
allotment test provided for by instructions in section 621. If the difference
between these two allotment amounts is $25 or less, the error determination
process is over. If the difference between these two allotment amounts is
greater than $25, the reviewer shall proceed to Step 2.

Step 2.  Correct the worksheet amounts and circumstances for misapplication
of policy and computational errors by the eligibility worker at the time of the
action to authorize the transitional benefits.
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The eligibility worker must freeze the food stamp benefit level amount at the
level the household received prior to the termination of TANF unless the
household’s overall income level is decreasing as a result of the changes that
have terminated TANF. If such circumstances apply the eligibility worker must
adjust the food stamp benefits before initiating the authorization of
transitional benefits. The EW may also adjust benefits for information from
another program in which the household participates, if the State has chosen
the option.

Households receiving transitional benefits are not required to report any
changes in circumstances during the transitional period. As a result, unless a
change has been processed since the initiation of transitional benefits, use the
corrected worksheet amounts and circumstances at the time the transitional
benefits were authorized in the error determination process.

725.3 Special Circumstances. Reported Changes After the
Initial Authorization of Transitional Benefits. Although it is not
required to do so, a household may report a change in its circumstances during
the period of transition. If a change is reported the following special review
procedures apply.

e Processed Changes.

1. Changes that increase food stamp benefits. The eligibility
worker must process any change in circumstances that would
result in an increase in the household’s benefits. If the
eligibility worker has changed the authorized transitional
benefits as the result of such a change, and the action is in
effect as of the review date, then the reviewer shall
determine the correctness of the new transitional benefit in
accordance with the procedures in section 725.2.

2. Changes that decrease food stamp benefits. With one
exception, the eligibility worker must not process any change
in circumstances that would result in a decrease in the
household’s benefits until the end of the transition period
once the transitional benefits have been established. If the
eligibility worker has mistakenly changed the authorized
transitional benefits as the result of such a change, and the
action is in effect as of the review date, then a variance
exists. The reviewer must complete the error determination
using the corrected worksheet amounts from the time of the
initial authorization of transitional benefits.
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The exception is situations involving possible duplicate
participation. The EW must act on changes involving possible
duplicate participation. If a transitional benefit household
reports a person moving out of the transitional benefit
household and into another food stamp household, then the
person leaving (along with that person’s income and
deductible expenses) must be removed from the transitional
benefit household even if it would result in a decrease in
benefits. If the eligibility worker has changed the authorized
transitional benefits as the result of such a change, and the
action is in effect as of the review date, then the reviewer
must determine the correctness of the new transitional
benefit in accordance with the procedures in section 725.2.

e Unprocessed Changes.

1. Changes that increase food stamp benefits. The eligibility
worker must process any change in circumstances that would
result in an increase in the household’s benefits. If the
eligibility worker has failed to change the authorized
transitional benefits as the result of such a change, then a
variance exists. The reviewer must complete the error
determination using corrected worksheet amounts and
circumstances from the time of the reported change.

2. Changes that decrease food stamp benefits. With one
exception, the eligibility worker has acted correctly if the
authorized transitional benefits have not been altered as a
result of such a change. The reviewer must determine the
correctness of the transitional benefit in accordance with the
procedures in section 725.2. The exception is situations
involving possible duplicate participation. The EW must act on
changes involving possible duplicate participation. If a
transitional benefit household reports a person moving out of
the transitional benefit house and into another food stamp
household, then the person leaving (along with that person’s
income and deductible expenses) must be removed from the
transitional benefit household even if it would result in a
decrease in benefits. If the eligibility worker has failed to
change the authorized transitional benefits as the result of
such a change, then a variance exists. The reviewer must
complete the error determination using corrected worksheet
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amounts and circumstances from the time of the reported
change.

If a change in circumstances was reported which the State agency was not
required to effect as of the review date due to the regulatory timeframes for
acting on reported changes, any variance(s) resulting from the agency's failure
to effect the change must be excluded in the error determination.

726 Semiannual Reporting. Under limited reporting, many
households are only required to report changes that cause the household’s
gross monthly income to exceed 130% of the poverty income guideline for the
household size. In general, any variances in the case resulting from changes,
other than exceeding 130% of the poverty guideline, which occur after the
certification action to authorize the sample month benefits, shall be excluded.
Variances that occurred prior to, or at the time of the certification action to
authorize the sample month benefits shall not be excluded under the
provisions of this section.

It should be noted that limited reporting households containing an Able Bodied
Adult Without Dependents (ABAWD) are subject to the additional reporting
requirement specified in regulations at 7 CFR 273.12(a)(1)(viii). These
households must report any changes in work hours that bring the ABAWD
individual below 20 hours per week, averaged monthly. For limited reporting
cases containing ABAWDs the reviewer must continue to carry out the
procedures for evaluating the correctness of Time Limited Participation as
specified in section 850.7

Note: Some States are operating semiannual reporting under a waiver of some
of the requirements. (See Appendix A)

726.1 Variance Determination. The reviewer shall follow these steps
in completing the error determination:

e Step 1. Overview of Case Correctness. Compare the QC
verified sample month circumstances to the amounts and
circumstances used to authorize the sample month benefits.
This is the Comparison | allotment test provided for by
instructions in section 621. If the difference between these two
allotment amounts is $25 or less, the error determination
process is over. If the difference between these two allotment
amounts is greater than $25, the reviewer shall proceed to
Step 2.
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Step 2. Evaluating the Correctness of the Certification Action.
Correct the worksheet amounts and circumstances for
misapplication of policy and computational errors by the
eligibility worker and for incorrect reporting (including failure to
report) by the household at the time of the certification action
that authorized the sample month benefits.

Compare the QC verified sample month amounts and
circumstances to the corrected worksheet amounts and
circumstances. If there are no differences between these two
allotment amounts, the error determination process is over. The
reviewer shall use the corrected worksheet amounts and
circumstances in the error determination. If there is a
difference between these two allotment amounts, the reviewer
shall proceed to Step 3.

Step 3. Evaluating Compliance with Change Reporting
Requirements. Households are required to report changes that
result in the gross monthly income exceeding 130% of the poverty
income guideline for their household size. The reviewer must
determine if any such changes occurred, and if they did occur
whether the change must be included in the error

determination.

The reviewer shall compare the sample month income to the
gross income standard for the household. (See Step 1)

If the sample month income does not exceed the gross income
standard then no reportable change has occurred. The reviewer
will use the corrected worksheet amounts and circumstances in
the error determination. (See Step 2)

If the sample month income does exceed the gross income
standard there has been a reportable change and the reviewer
must proceed with the next step to determine whether the
change occurred within the timeframes for reporting and acting
on changes (See Step 4).

Step 4. Evaluating Timeframes for When Changes Occurred. If
the sample month was the first or second effective month of an
initial certification action the review procedures in this step

shall not be undertaken, since insufficient time would have
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passed for any changes to occur which would be required to be
acted on by the review date. The reviewer must use the
corrected worksheet amounts and circumstances in the error
determination. (See Step 2) This exception will also apply if, in
following the procedures in this step, the reviewer is required to
examine the circumstances of a month, such as the second or
third month prior to the sample month, in which the household
was not authorized to participate in the Program for the entire
month (and thus, was not subject to any Program requirements
to report changes in household circumstances). Otherwise, the
reviewer will proceed as follows.

The reviewer shall compare the income from the month
immediately prior to the sample month to the gross income
standard for the household.

If the income from the month immediately prior to the sample
month does not exceed the gross income standard then the
reportable change occurred within the sample month itself, and
would be excluded from the error determination. The reviewer
will use the corrected worksheet amounts and circumstances in
the error determination. (See step 2)

If the income from the month immediately prior to the sample
month does exceed the gross income standard the reviewer must
proceed with the next step to further evaluate whether the
change occurred within the timeframes for reporting and acting
on changes.

The reviewer must compare the income from the second month
immediately prior to the sample month to the gross income
standard for the household.

If the income from the second month immediately prior to the
sample month does not exceed the gross income standard then
the reportable change occurred within the month immediately
prior to the sample month, and would be excluded from the
error determination. The reviewer will use the corrected
worksheet amounts and circumstances in the error
determination. (See step 2)

If the income from the second month immediately prior to the
sample month does exceed the gross income standard then, with
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three exceptions, the change has occurred outside of the
timeframes for reporting and acting on changes, and the
reviewer must include the unreported change in the error
determination.

Exception 1 requiring the examination of a third month: Some
State agencies have a Notice of Adverse Action (NOAA) period of
10 days, and have elected to have households report exceeding
the 130% limit within the first 10 days of the month following the
month in which the change has occurred. Because of these
circumstances, when the month prior to the sample month
contains 30 days or less, the entire month prior to the sample
month, and the entire second month prior to the sample month
constitute an exclusionary period for QC purposes. The reviewer
must determine the income from the 3" month immediately
prior to the sample month in order to make an error
determination. The following chart shows which sample months
are affected by these exceptional circumstances which may
require the examination of a third month.

Month Prior Sample Month
February (28 or 29 days) March
April (30 days) May
June (30 days) July
September (30 days) October
November (30 days) December

Exception 2 requiring the examination of a third month: Some
State agencies have a NOAA period of 10+ days, and have elected
to have households report exceeding the 130% limit within the
first 10 days of the month following the month in which the
change has occurred. Because of these circumstances, the
entire month prior to the sample month, and the entire second
month prior to the sample month constitute an exclusionary
period for QC purposes. The reviewer must determine the
income from the 3™ month immediately prior to the sample
month in order to make an error determination.

Exception 3 requiring the examination of a third month: Some
State agencies have NOAA periods of 10+ days, and have elected
to have households report exceeding the 130% limit within 10
days of the date when the change occurs. If the income from
the second month immediately prior to the sample month
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exceeds the gross income standard because of income received
by the household in the last few days of the month (within the
QC exclusionary time frame for the 10+ days NOAA period) the
reviewer must determine the income from the 3™ month
immediately prior to the sample month in order to make an error
determination. If the income from the second month
immediately prior to the sample month exceeds the gross income
standard because of income received by the household prior to
the last few days of the month (outside of the QC exclusionary
time frame for the 10+ days NOAA period) the reviewer will not
need to determine the income from the 3™ month immediately
prior to the sample month in order to make an error
determination.

In all instances where a third month must be examined, if the
income from the third month immediately prior to the sample
month does not exceed the gross income standard then the
reportable change occurred within the second month
immediately prior to the sample month, and would be excluded
from the error determination. The reviewer will use the
corrected worksheet amounts and circumstances (see step 2) in
the error determination. If the income from the third month
immediately prior to the sample month does exceed the gross
income standard then the change has occurred outside of the
timeframes for reporting and acting on changes, and the
reviewer must include the unreported change in the error
determination.

For non-categorically eligible households subject to the gross
income test (the household does not contain an elderly or
disabled member), with one exception (see below), the reviewer
shall include the unreported change in the error determination
by finding the household ineligible.

For categorically eligible households, and for non-categorically
eligible households that are not subject to the gross income test
(the household contains an elderly or disabled member) the
reviewer shall include the unreported change in the error
determination by completing an allotment determination based
upon household circumstances at the time immediately prior to
the QC exclusionary time frame for the case.

EXCEPTION: If the State agency:
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1) Has implemented the 130% reporting requirement in Limited
Reporting by giving the household a flat figure based on the
number of persons in the household at the time of certification
and instructing them to report when the household exceeds that
figure, and

2) If the QC reviewer discovers that for the months that must be
examined, the household’s income exceeded the gross reporting
limit that the household was given, and

3) If the QC reviewer discovers that an additional person has
joined the household, so that although the household's income
exceeded the reporting figure, it did not exceed the gross
income limit for the new household size, then

4) The QC reviewer will not determine the household
unilaterally to be ineligible. Instead, the QC reviewer will
complete the error determination with an allotment based on all
of the household's circumstances for the time immediately prior
to the exclusionary time frame for the case. These are the same
instructions that the QC reviewer follows in completing the error
determination on cases that are categorically eligible, and also
for non-categorically eligible households that are not subject to
the gross income test (the household contains elderly or disabled
members).

Households receiving benefits under the limited change reporting option are
not required to report any changes in circumstances other than exceeding 130%
of the poverty income guideline, during the certification period. As a result,
unless a change has been processed since the initiation of the certification
period, the review procedures outlined in this section shall be used in the error
determination process. If a change in circumstances has been reported since
the time of certification the reviewer shall use the review procedures in
section 726.2.

726.2 Special Circumstances. Reported Changes After the

Initial Authorization of Semiannual Reporting Benefits. Although it
is not required to do so, a household may report a change in its circumstances,
other than an increase in income that exceeds 130% of the poverty income
guideline, during the period of transition. If a change is reported the following
special review procedures apply.
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e Processed Changes.

1. Changes that increase food stamp benefits. The eligibility
worker must process any change in circumstances that would
result in an increase in the household’s benefits. If the
eligibility worker has changed the authorized benefits as a
result of such a change, and the action is in effect as of the
review date, then the reviewer shall determine the
correctness of the new authorized benefit in accordance with
the procedures in section 726.1.

2. Changes that decrease food stamp benefits. The eligibility
worker must not process any change in circumstances that
would result in a decrease in the household’s benefits until
the end of the certification period unless:

a. the State agency has information about the household’s
circumstances considered verified upon receipt, or

b. there has been a change in the PA grant. This also applies
to the GA grant if the GA grant and food stamps are
jointly processed.

If the eligibility worker has changed the authorized benefits
as the result of one of these changes, and the action is in
effect as of the review date, then the reviewer shall
determine the correctness of the new authorized benefit in
accordance with the procedures in section 726.1.

For all other changes, if the eligibility worker has mistakenly
changed the authorized benefits, and the action is in effect
as of the review date, then a variance exists. The reviewer
shall complete the error determination using the corrected
worksheet amounts from the time of the initial authorization
of benefits.

¢ Unprocessed Changes.

1. Changes that increase food stamp benefits. The eligibility
worker must process any change in circumstances that would
result in an increase in the household’s benefits. If the
eligibility worker has failed to change the authorized benefits
as the result of such a change, then a variance exists. The
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reviewer shall complete the error determination using
corrected worksheet amounts and circumstances from the
time of the reported change.

2. Changes that decrease food stamp benefits. The eligibility
worker must not process any change in circumstances that
would result in a decrease in the household’s benefits unless:

a. the household has voluntarily requested that its case be
closed

b. the State agency has information about the household’s
circumstances considered verified upon receipt, or

c. there has been a change in the PA grant. This also applies
to the GA grant if the GA grant and food stamps are
jointly processed.

If the eligibility worker has failed to change the authorized
benefits as the result of one of these changes, then a
variance exists. In the case of the first listed change, the
reviewer shall complete the error determination by
considering the household ineligible. For the second and
third listed changes, the reviewer shall complete the error
determination using corrected worksheet amounts and
circumstances from the time of the reported change.

For all other changes, the eligibility worker has acted
correctly if the authorized benefits have not been altered as
a result of a change. The reviewer must determine the
correctness of the benefits in accordance with the procedures
in section 726.1.

In regard to any reported changes, if a change in circumstances was reported
which the State agency was not required to effect as of the review date due to
the regulatory timeframes for acting on reported changes, any variance(s)
resulting from the agency's failure to effect the change shall be excluded in the
error determination.

730 BEGINNING MONTHS. Households otherwise subject to
retrospective budgeting are certified under prospective eligibility and
budgeting during "beginning” months. The first beginning month cannot follow
any month in which the household was previously certified. The reviewer must
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determine which households are eligible for beginning month treatment and if
the State had one or two beginning months.

731 Verification Time Periods. Since households entitled to
"beginning month" treatment are subject to prospective eligibility and
benefits, the reviewer shall verify household circumstances AORD except that
income and deductions shall be verified for the entire issuance month.
Monthly income may be averaged or converted during beginning months.

732 Changes. Beginning month treatment does not affect the
household's reporting requirements unless the State has a waiver. Therefore,
the following procedures apply.

732.1 Elements Subject to the Change Reporting
Requirements. Use the change reporting procedures in section 722.

732.2 Elements Subject to the Monthly Reporting

Requirements. (This section applies the monthly reporting requirements to
prospective budgeting for beginning months.)

e First Beginning Month. When the sample month is the first
beginning month, all unreported changes that became known to
the household subsequent to the interview shall be excluded.

e Second Beginning Month. When the sample month is the second
beginning month, the following procedures apply.

1. One-Month System. Any unreported changes that occurred
or became known to the household prior to the budget month
which will continue through the budget month shall be
included in the error determination. (An exception shall be
made to this provision in those situations where a household
has applied for initial benefits after the 15th of the month,
and receives a combined first and second allotment. In such
situations, any changes occurring in the first month, which
the State agency is not required to effect for the second
month, shall be excluded from the error determination
process.) Any variances that occurred or became known
during the budget month shall be excluded. For reported
changes, use the procedures in section 723.1.
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2. Two-Month System. For the second beginning month, all
unreported changes that became known to the household
subsequent to the interview shall be excluded. Variances
resulting from changes that occurred or became known to the
household prior to that time shall be included. If a household
applies in one month, but is not interviewed until the
following month, the first monthly report will not be due
until the third month.

In such cases, the missing report review procedures in section
751 shall not apply for the first three months.

740 MASS CHANGES.

741 General. State agencies are required to change the benefit level
of individual households when certain Federal and State agency changes are
made which affect the entire food stamp caseload or a significant portion of
the caseload. Individual notices of adverse action cannot be sent for these
changes. Variances that result from untimely implementation as defined by
certification requirements, or incorrect implementation shall be included in
the error determination.

741.1 Regulatory Changes. When the Federal Food Stamp Program
regulations are changed, the implementation dates are specified in the
regulations. For purposes of prospective eligibility and prospective allotments,
the implementation date is that specified in the regulations. For purposes of
retrospective eligibility and retrospective allotments, the implementation date
is the first budget month that includes the implementation date. For example,
if the implementation date for a new regulation is January 1, the first
allotment in a two-month, retrospective system that would be affected would
be the March allotment. This policy applies to all Federal regulatory food
stamp changes unless otherwise specifically stated in the regulations except
for adjustments to eligibility standards, allotments, and deductions that go
into effect for all households at the same time. (See instructions in section
741.2.) Variances resulting from untimely application of the regulatory change
to the case under revision, in accordance with certification requirements, or
incorrect implementation shall be included in the error determination. (See
section 756 for instructions regarding the 120-day variance exclusion period.)

741.2 Periodic Food Stamp Adjustments. Federal adjustments to
the eligibility standards, allotments, and deductions and any annual seasonal
State adjustments to utility standards go into effect prospectively for all



FNS HANDBOOK 310

households at a specific point in time. Variances that result from untimely
implementation as defined by certification requirements, or incorrect
implementation shall be included in the error determination.

741.3 PA Changes. When the State agency has at least 30 days' advance
knowledge of the amount of overall adjustments to PA payments, the State
agency shall change food stamp benefits in the same month as the PA change.
If the State agency has less time, it is required to make the food stamp change
no later than the month following the PA change.

Variances that result from untimely processing, in accordance with
certification requirements, or incorrect processing of food stamp changes shall
be included in the error determination.

This section also applies to GA mass changes if the State agency administers
the GA program.

741.4 Social Security and Other Federal Mass Changes. State
agencies are required to make food stamp changes to reflect cost-of-living
adjustments (COLAs) and any other mass changes under RSDI, SSI and other
Federal programs such as veteran's assistance under Title 38 of the United
States Code and the Black Lung Program when information on COLAs is readily
available and applicable to all or a majority of those programs' beneficiaries.

e Monthly Reporting Households. These households are required
to report income changes resulting from Federal mass changes
(other than PA) on their monthly reports. The reviewer must
handle such changes as any other income change that was
required to be reported on the monthly report. Refer to section
723 on monthly reporting to determine which variances to
include.

¢ Nonmonthly Reporting Households. The State agency is
required to automatically adjust the food stamp benefit level for
households affected by these mass changes. Variances resulting
from untimely processing, in accordance with certification
requirements, or incorrect processing of food stamp changes
shall be included in the error determination. (The reviewer
should check to see if the State agency's procedures provide for
using a flat percentage rather than the exact amount of a social
security or SSI change.) The food stamp change must be made
no later than the second allotment after the change in income
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became effective. For retrospectively budgeted households, the
change shall not be made prior to the first budget month it
became effective. For example, an increase in SSI in January in a
two-month retrospective system would be made when January
becomes the budget month, i.e., March.

750 OTHER INCLUDED AND EXCLUDED VARIANCES. Refer to

Chapter 6 for the error determination process, Chapters 8-11 for errors by
specific element.

751 Missing Reports. The reviewer shall not determine the household
ineligible solely because a required report is missing. The reviewer shall verify
the household's circumstances in the normal manner and compare them to the
worksheet. Any variances that result when there is a missing report shall be
included in the error determination, except the specific variances described in
sections 754-757.

752 Expired Certification Periods. The reviewer shall not
determine a household ineligible solely because its certification period has
expired. The reviewer shall verify the household's actual circumstances for the
appropriate sample or budget month and compare them to the worksheet. Any
variances which result shall be included in the error determination, except the
specific variances described in sections 754-757.

753 Expedited Service. For expedited service cases, variances in
elements for which verification was postponed are excluded provided the
household's identity was correct. Such elements need not be verified by the
reviewer. This provision only applies to those households certified in the
sample month that were correctly processed under the procedures for
expedited service and entitled to expedited services (based on the application
and the interview). If a lack of documentation prevents the reviewer from
determining that the case was certified under expedited procedures, the
review procedures in section 753 do not apply.

The provision that variances will be excluded in elements for which
verification was postponed normally is applicable only to the first months'
issuance. However, in some situations, the household applies after the 15th of
the month, and is entitled to expedited service and for waived verification for,
the first and second months' benefits. In such situations the variance exclusion
provisions of this section will apply to appropriate elements for both the first
and second months.
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This provision also applies when the household was not determined to be
eligible for expedited service at the time of application but during the
interview was determined eligible provided:

¢ The household was not determined eligible for expedited service
at the time of application because sufficient information was not
available on the application to make that determination, or

e The household's circumstances changed between the time of
application and the time of the interview such that the
household became eligible for expedited service after it
submitted the application.

754 Information From a Federal Source. Any variance resulting
from use by the State agency of information concerning a household's or
individual's circumstances received from any Federal source is excluded
provided that such information is processed correctly by the State agency.

755 SAVE. Two variances relating to the SAVE program are excluded.

e A variance based on a verification of non-citizen documentation
by INS if the State agency properly used SAVE and the State
Agency provides the reviewer with:

1. The non-citizen’s name;
2. The non-citizen’s status; and

3. Either the Alien Status Verification Index (ASVI) Query
Verification Number or the INS Form G-845, as annotated by
INS.

e A variance based on the State agency's wait for the response of
INS to the State agency's request for official verification of the
non-citizen’s documentation if the State agency properly used
SAVE and the State Agency provides the reviewer with either:

1. The date of request if the State agency was waiting for an
automated response; or

2. A copy of the completed Form G-845 if the State agency was
waiting for secondary verification from INS.
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756 Application of New Regulations. The reviewer will exclude
variances resulting from the application of a new Food Stamp Program Federal
regulation or implementing memorandum for a 120-day period of time in
accordance with specific instructions contained in the regulation or
implementing memorandum, provided that the State agency has implemented
the regulation. The variance exclusion period will only fully apply if the State
agency has implemented the regulatory change in a timely manner and in
accordance with the provisions of the regulatory change.

757 Federal Written Policy. The reviewer will exclude variances
resulting from incorrect written policy that a State Agency acts on that is
provided by a USDA employee authorized to issue Food Stamp Program Policy
and that the State agency correctly applies.
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CHAPTER 8

NON-FINANCIAL ELIGIBILITY CRITERIA

800 GENERAL. This chapter discusses verification requirements and
error determination for nonfinancial eligibility criteria.

810 AGE AND SCHOOL ATTENDANCE.

811 Age - 110. Age may be verified for all household members. At a
minimum, age must be verified when eligibility and/or allotment are affected.
For example, students under 18 years of age with earned income or persons
age 60 and over with medical expenses or resources.
For standard verification the reviewer will use the following:

o Birth certificate

e Adoption papers or records

e Hospital or clinic records

e Church records

e Baptismal certificate

e Bureau of Vital Statistics

e U.S. passport

e Family Bible records

e Indian census records

e JTPA document assigning to or placing in an institution of higher
learning

e Social Security records

¢ Military records
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¢ School records, or a statement signed by school authorities
e Census records

e Driver's license

e Court support order

e Juvenile court records

e Child welfare records

812 School Enrollment. School enrollment is verified in connection
with children under 18 who have earned income. School enrollment is also
verified with respect to household members who are 18 and over, but under 50
and enrolled in post-secondary, vocational, trade, etc. schools and to
"students” as defined by the Food Stamp Program who are enrolled in
institutions of higher education.

812.1 Student Status - 111. A person enrolled at least half-time in an
institution of higher education is not eligible to participate in the Program
unless the person meets certain eligibility criteria. The enrollment status shall
begin on the first day of the school term. Such enrollment shall be deemed to
continue through normal periods of class attendance, vacation and recess
unless the person graduates, is suspended or expelled, drops out, or does not
intend to enroll for the next normal school term (excluding summer school).

812.2 Standard Verification. School Authorities.

820 CITIZENSHIP AND NON-CITIZEN STATUS - 130. Only citizens

and certain legal non-citizens are eligible to participate in the Food Stamp
Program.

821 U.S. Citizenship (By Birth or Naturalization). When a
household's statement that one of its members is a U.S. citizen is questionable,
the reviewer must verify whether or not the person is a citizen.
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For standard verification the reviewer will use the following:
e Birth certificate

e Naturalization papers from the Immigration and Naturalization
Service (INS) such as INS Forms 1-179 or [-197

e Passport

e Hospital record of birth

e Baptismal record, only when place and date of birth is shown
e Family Bible

¢ Military service papers

¢ Indian census records

e Voter registration card

If none of the above are available and the household can provide a reasonable
explanation why verification is not available, the reviewer shall accept a
signed statement from someone who is a U.S. citizen who declares, under
penalties of perjury, that the member in question is a U.S. citizen.

The signed statement shall contain a warning of the penalties for helping
someone commit fraud, such as, "If you intentionally give false information to
help this person get food stamp benefits, you may be fined, imprisoned, or
both."

822 Non-Citizen Status. If a household member is not a citizen, non-
citizen status must be verified. Verification is not required if the household
member elected not to participate in the Program because they did not wish to
provide the immigration status or Social Security Number. Verification of non-
citizen status can only be accomplished through the documentation specified
for use at certification.

There are two basic ways that a non-citizen may participate in the Food Stamp
Program.
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1) There are some individuals who are eligible based upon their
origin such as:

e American Indians born outside the US
e American Indians eligible for special programs and services
e Hmong or Highland Laotian, spouses and dependent children

2) There are other individuals who must be qualified and eligible:
i. Qualified

Lawfully admitted for permanent residence
Granted asylum

Refugees

Paroled into US for at least 1 year

Deportation being withheld

Granted conditional entry

Battered or subjected to extreme cruelty in US
Cuban or Haitian entrant

ii. Eligible (must meet an eligibility requirement to receive
Food Stamps)

40 quarters of coverage by SSA
Time limitation under certain qualifications
military connection

a. veteran

b. active duty

c. spouse/dependent of a veteran or active duty
Lawfully residing in US on 8-22-1996 and one of the
following:

a. receiving assistance for blind or disabled

b. born on or before 8-22-1931

c. now under 18 years old

Verification of qualifying status and eligibility are done following
certification guidelines. In the case of immigrant status, use
only INS documentation and DOJ guidance to verify qualifying
status and eligibility status. Some individuals will require
additional verification of quarters of coverage or military related
requirements.

In the case of non-citizens who qualify for participation in the
program as a result of veteran’s status or military service, the
reviewer must verify the status of the individual through the use
of Department of Defense (DOD) records and forms. Only DOD
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documentation is acceptable to verify the military service status
of these individuals.

In the case of non-citizens who qualify for participation in the
program as a result of 40 qualifying quarters of work, the
reviewer shall verify the eligibility of the individual(s) through
information from Social Security Administration (SSA) records
made available to the State agency, or through employer work
records. Reviewers are not required to re-verify the status of
the non-citizen with SSA if information is available from the
State Verification and Exchange System (SVES), which confirms
the status of the non-citizen, and the quarters of coverage
history system (QCHS), which provides the number of qualifying
quarters of work.

822.1 Reviewer Contact With INS. Only INS documentation is
acceptable. If verification in the case file is not adequate and the non-citizen
is unable to provide INS documentation, the reviewer shall obtain the non-
citizen’s written consent before contacting INS for verification of non-citizen
status. If the non-citizen will not provide written consent, the reviewer shall
not contact INS. If verification of eligible non-citizen status is not provided or
not provided on a timely basis, the non-citizen shall be considered ineligible.

822.2 Variances.

If the reviewer determines that a household member(s) reported
to be a U.S. citizen or an eligible non-citizen is actually not a
citizen or is an ineligible non-citizen, the case shall be reported
as containing a client-caused variance.

If the reviewer determines the agency had information of the
status of the household member(s) as non-citizen(s) that did not
meet the criteria of any of the classes eligible for participation
in the program, and failed to take appropriate action to remove
the individual(s) from the program, the case shall be reported as
containing an agency-caused variance.

A variance also will be coded if the reviewer determines that the
eligibility worker failed to verify the eligibility status of a non-
citizen, as required, and the non-citizen is ineligible for the
program.
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In making the error determination, the reviewer will exclude the ineligible
member(s) in determining the food stamp benefits for the sample month. The
income and resources of any ineligible member(s) shall be handled in
accordance with certification policy.

In addition, if the reviewer determines that any eligible non-citizen(s) have
been improperly excluded from the household, then a variance will be cited.
The error determination will be completed by including the eligible non-
citizen(s) in the household.

The appropriate time frames and requirements for reporting and acting on
changes in the household circumstances shall apply. Deficiencies, other than
those referenced above, shall not be included in the error determination.

823 Reports Concerning Illegal Non-citizens. If the reviewer
determines the presence in the household of a person or persons who have
entered or remained illegally in the United States, and there is no
documentation that INS has not declined deportation action, this information
must be entered on the narrative pages of the worksheet in column 3. A
report must be forwarded to the local agency identifying the illegal non-citizen
as a non-household member. QC staff must not contact INS regarding
information obtained relative to illegal non-citizens.

830 RESIDENCY - 140. The reviewer must determine where the
household lived AORD. In unusual cases (such as homeless households, some
migrant farmworker households or households newly arrived in the area) where
verification of residency cannot reasonably be accomplished, the reviewer
must document that he/she attempted to verify residency. Verification of
residency is not required for categorically eligible households.

831 Standard Verification. The reviewer will use the following:
e Statement from a non-relative landlord

e Rent or mortgage receipt from non-relative landlord that shows
the address

e Official records confirming ownership of a house at the address
given

e Employer's statement
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e List of residents from a responsible official of a drug/alcoholic
treatment center or group home, who is not the household's
authorized representative

e Tax office records

e Post Office records

e Church or synagogue records

e Utility company records or bills

e Signed statement, or documented verbal statement, from non-
relative

¢ |tem of mail with household name and address with postmark or
date as of the review date

e Other property records

e Current driver's license

e Department of Motor Vehicles document(s)
e Voter Registration

832 Resident of Institution. If a household is found to have been a
resident of a type of institution which makes the household ineligible, that
fact should be documented under this element and also noted under Element
150 - Household Composition.

840 HOUSEHOLD COMPOSITION AND LIVING

ARRANGEMENT - 150. The reviewer must verify household composition.
This is done by determining:
e If any individuals were included in the household who should have been
determined ineligible;
e If any were not included who should have been included, and who these
individuals were.

This includes household eligibility with respect to residence in institutions as
verified under Element 140 RESIDENCY.
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841 Categorically Eligible Households.
The reviewer must first verify the household's correct composition.

The reviewer must then verify whether all household members received or
were authorized to receive PA, SSI, State or local GA payment or benefits from
a State Program conferring categorical eligibility.

The reviewer need not review those elements of eligibility which are
superseded by categorical eligibility, i.e., resources, gross and net income
limits, social security number, residency and sponsored non-citizen
information. Included variances cannot exist in these elements.

Even if a household is categorically eligible, and thus exempt from gross and
net income limits, the reviewer is still required to determine the household's
income for the appropriate budget or sample month in order to establish the
correct benefit level.

842 Method of Verifying Household Composition. The following
discussion of verification of household composition is presented along the lines
of a typical interview on this element.

842.1 Household Statement About Membership. The reviewer
must ask the household to state who was in the household AORD and the
relationship or significance among the various individuals.

¢ Household Statement Agrees With Case Record. If the
household's statement agrees with the case record, the reviewer
notes this and obtains the name of a collateral contact the
household believes to be best able to verify household
composition. (The criteria for acceptable collateral contacts for
this element are discussed in section 842.3.) If the household
cannot provide a collateral contact, the reviewer must try to
obtain the verification from other collateral contacts.
Possibilities include: landlords, school officials, ministers,
physicians, visiting nurses, and neighbors.

¢ Household Statement Disagrees With Case Record. If the
household's statement does not include person(s) listed in the
case record as member(s) of the household, the reviewer must
ask about the status of these individuals.
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. Household Acknowledges Other Members. If the household

acknowledges other members, the reviewer would proceed with
the routine verification using collateral contacts.

. Household Disclaims Person Shown in Case Record. If the

household asserts that a person shown in the case record was not
a member AORD, the reviewer should first try to find out from
the household where the person was at that time.

. If the household asserts that the person was elsewhere, the

reviewer should try to verify that assertion using the evidence
under Element 140, RESIDENCY.

. If the household admits that the person was present but claims

he is not a household member, the reviewer must verify this
issue. This should be done by obtaining specific information
about the person and discussing household composition policy.
This should lead to a determination of whether there is proof
that the person was or was not a household member (for
example, a live-in attendant, boarder, or a member of a group
sharing living quarters but not purchasing and preparing food
together with that household.) If the discussion resolves the
difference, then the reviewer would verify the individual’s status
as a household or non-household member using collateral
contacts. If the difference is not resolved, then collateral
contacts would be used as discussed in sections 842.3, 842.4 and
842.5.

842.2 Inquiry to Household About Other Members. During
discussion of household composition, the household may offer information
about household members in addition to the members shown in the case
record. Whether or not this happens, the reviewer must ask if there were any
other household members as of the review date.

Household Acknowledges Other Members. If the household
acknowledges other members, the reviewer needs to obtain the
appropriate information about those individuals and proceed
with the routine verification using collateral contacts.

Household Denies Any Other Members. Reviewer action when
the household denies that there were additional household
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members depends on whether there is reason to doubt the
household's statement.

1. Reviewer Has No Reason To Doubt Household's Statement. If
the reviewer has no reason to doubt the household's denial that
there were any other members AORD, and there is no contrary
evidence, then further discussion about this matter with the
household is not necessary.

2. Reviewer Has Reason To Doubt the Household's Statement.
The reviewer may doubt the household's statement for several
reasons. For example, the reviewer may observe other
individuals in the house or observe evidence of others living
there. When a reviewer has such reason to doubt a household's
denial of additional individuals, the reviewer must specifically
ask the household about such individuals. If the household
continues to deny that the individuals were household
members, the reviewer must pursue verification as outlined in
section 842.1: Household Disclaims Person Shown in Case
Record; If the household asserts that the person was elsewhere;
and If the household admits that the person was present but
claims he is not a household member.

842.3 Inquiry to Collateral Contacts About Household

Members. Reviewers are required to verify household composition with at
least one individual who is not a household member and does not live with the
household.

Evidence for standard verification of household composition is information
from a collateral contact that positively identifies the household members.
The reviewer must ask the collateral contact to name the individuals who live
in the household.

Reviewers should avoid asking collateral contacts merely to confirm that a list
of names identifies those individuals.

e |f the contact's names match the names of the individuals in the

household as determined by the reviewer from the household
interview, the household composition is considered verified.

8-10
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If this level of verification is unsuccessful, documentation on the
worksheet must show the reason.

Collateral contacts may state that there are additional members in the
household other than those the reviewer has already identified in interviewing
the household. Whether or not such statements are made, the reviewer must
ask collateral contacts if there are other household members and document
the worksheet with the response.

842.4 Resolving Inconsistencies in Information About

Household Composition. Reviewers must resolve inconsistencies in
information about household composition by contacting collateral contacts or
by recontacting the household, as appropriate. Such inconsistencies can arise
in the following situations:

Household Claims Individual Lives Elsewhere. When the
household claims that an individual shown in the case record as a
household member was not a member.

Household Denies Individual Living With Household Is a
Household Member. When a household asserts that an
individual living with it was not a household member.

Collateral Contacts Indicate Additional Members. When a
collateral contact indicates that there was an individual who was
a member of the household to which the household did not
admit.

Collateral Contacts Indicate a Claimed Household Member Was
Not a Member. When a collateral contact states an individual
who the household claimed was a household member was not.

Several aspects of this situation need to be noted.

First, the statement must be positive. For example, a landlord
states he knows for a fact that a certain individual moved out
prior to the time when the individual would have been included
in the household. The household would need to be re-contacted
in this type of situation.

Second, in some situations, recontacting the household is not

necessary. For example, a minister or physician verifies that an
individual, whom the household claimed as a member, died prior

8-11
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to the time the individual could have been included as a
household member.

842.5 Actions To Resolve Inconsistencies.

¢ With Collateral Contact Verification. If, as a result of the
reviewer recontacting it, the household acknowledges a member
other than ones it had previously acknowledged and/or
acknowledges a claimed member was not one, the reviewer
proceeds with the review on the basis of that adjusted household
composition. If the household contends that its assertion is
correct and the reviewer does not have strong evidence to the
contrary, then the reviewer must use the household composition
based on the information provided by the household.

e Reviewer Action When Verification Is Unobtainable or
Inadequate. When the reviewer cannot obtain verification or it
is inadequate, either for the entire household or some of its
members, the household's statement must be used for household
composition.

843 Residents of Certain Institutions. When AORD a household is
found to have been a resident of an institution that makes the household
ineligible, verification must be documented under Element 140 - RESIDENCY,
and a note of that made under this element.

844 Error Determination. In the majority of cases with a variance in
household composition, the variance will be handled by simply adding or
subtracting from the household size the individuals and their circumstances.

844.1 Household Consolidation/Movement. The procedures in this
section apply to situations involving two or more separately certified

households, regardless of size, that should have been certified as one
household AORD.

This may or may not involve movement of the households. One example of this
would be individuals who lived together who should have been certified as one
household but were erroneously certified as two or more households.

These procedures apply to whichever household is sampled.

8-12
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They do not apply to duplicate participation situations (see 844.2) or situations
involving an individual member of a certified household moving in with another
separately certified household (see 844.3).

¢ Include all households with their income, deductions, resources,
etc., in a computation of what the household should have
received for the sample month;

e Add up all food stamp issuances received by all individuals who
should have been included in the household for the sample
month;

e Compare the allotment amount the household should have
received to the combined total issued for the sample month;
and

e If the difference is $25.00 or less, the allotment issued to the
case under review will be reported as correct. If the household
was ineligible, the allotment issued to the case under review
will be reported as being in error.

e If the entire household was eligible, but was underissued or
overissued by more than $25.00 the reviewer shall:

1. Calculate the percentage that the allotment issued to the
case under review is of the total issued;

2. Multiply the amount under or overissued by this percentage,
rounding the answer down to the nearest whole dollar
figure;

3. If the result is $25.00 or less, the allotment issued to the
case under review will be reported as correct;

4. If the result is more than $25.00, the result will be reported
as the amount in error for the case under review; and

Note: Although the total amount of food stamps issued to the
household is used to calculate the dollar loss, only the amount
authorized to the case selected for review will be reflected on
the Form FNS-380-1 as the allotment amount.

8-13
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844.2 Duplicate Participation By All or Some Members of the
Same Household. The procedures in this section are used when all
members of one certified household are also participating as members of
another separately certified household, and may or may not involve movement
of the household. These procedures apply if either household is sampled.

When the reviewer verifies that an Example of the Review Procedure for
individual or group of individuals Duplicate Participation: For example,
have been included as household the State agency correctly certified a
members in the case under review, household with five members (Case A).
and the individual(s) received an The State agency later certified two
allotment as a separate household members of household A as another

for the sample month, the reviewer  |household (Case B). The result is that
shall determine which case was the all members of Case B are duplicate
first to be correctly certified. If that participants. If A is sampled, A is

case is sampled it would be correct correct for this element. If B is

for this element. sampled, there is a variance as the
members were already included in Case
A, and the total allotment issued to
household B should be considered an
overpayment.

Households on Indian reservations are not eligible to participate in both the
Food Distribution and Food Stamp Programs simultaneously. A household that
participated in both programs in the sample month is ineligible for food stamps
if it was certified for the Food Distribution Program first.

844.3 Transfer/Movement of Individuals Into, Out of, and

Between Food Stamp Households. The procedures in this section
pertain to an individual member(s) of one certified household
moving/transferring into another certified household, and may or may not
involve duplicate participation of the individual member. These procedures
apply if either household is sampled. This section does not apply to
movement/consolidation of the entire household. (See section 844.1.)

NOTE: If an individual is certified as a one-person household, and moves into
another certified household, use review procedures at 844.1 or 844.2 as
appropriate. When one or more individuals move from one certified household
to another certified household, the reviewer must ensure that the individual(s)
and any associated income and/or deductions are not used in both households'
budget calculations. If the agency policy requires that individuals and their
circumstances be included in the gaining household AORD, but fails to include
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them in the gaining household's budget calculations, a variance exists and the
reviewer shall include the individual(s) and their circumstances in the gaining
household's budget for the issuance month. Similarly, if the agency fails to
remove the individual(s) and their circumstances from a losing household's
budget AORD, a variance exists and the reviewer shall remove the individual(s)
from the losing household's budget.

It is important to note that a problem in a case related to the case under
review through movement of individuals does not necessarily result in a
variance in the case under review. For example, if the case under review is a
household losing an individual to another participating food stamp household
and the transfer should have been made AORD, no variance would exist in the
case under review if the individual and his/her circumstances had been
removed from this household, even if the individual was never added to the
gaining household's budget. Thus, the determination of whether a variance
exists in the case under review depends upon whether the case is the
household gaining or losing members and whether the change must be made
considering reporting requirements.

845 New Members Added to a Retrospectively Budgeted Household -
Two-Month System.

e When a household reports the addition of an individual during
the processing month of a two-month system, the agency may
have to include the individual(s) and their circumstances in the
household's eligibility and allotment determinations for the
sample month's issuance even if the change is reported after
submission of a monthly report (the agency would not include an
individual who was already participating as part of another
household in the sample month.) If the State agency failed to
make a required change, the variance is included in the error
determination.

¢ |f a new member was not certified for the program prior to
joining a retrospectively budgeted food stamp household, the
new member must be added using prospective eligibility and
budgeting procedures for the new member. Household
composition must be determined prospectively and the new
member's circumstances must be determined prospectively and
added to the household's prospective or retrospective
circumstances depending upon whether the household was
subject to prospective or retrospective eligibility. The new
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member's circumstances for the issuance month must be added
to the household's circumstances for the budget month for the

calculation of benefits.

If a new member
moved out of one food
stamp household and
into a retrospectively
budgeted household,
with no break in
participation, the new
member must be
added to the
household using the
new member's
circumstances from
the budget month for
allotment purposes.
Whether the new

Example of adding new members to a
retrospectively budgeted household:
For example, a two-person household
was participating in a two-month
retrospective budgeting system based
on monthly income of $200. On July
29, in the processing month, the
household reported a new member
moved in. He had $100 unearned
income in June and July and
anticipated no income in August. The
new member was not previously
certified for food stamps. The State
must add the new member
prospectively to the retrospectively
budgeted household for the issuance

member's month of August. Therefore, eligibility
circumstances will be and the allotment would be based on
determined three members with $200 income.

prospectively or
retrospectively for eligibility purposes will depend upon whether
the household was subject to prospective or retrospective
eligibility.

846 Separated Households. If a household separated and became
two or more separate food stamp households at some time prior to the date for
which household composition must be determined, use the following
procedures to determine which household to review.

If the State agency assigns case numbers by social security number, review the
household with the majority of members who were certified as members of the
sampled case provided that the majority contains an adult member who was
certified as a member of the sampled case. If there is no majority or no adult
from the sampled household in the majority, review the household that
contains the individual with the social security number that corresponds to the
sampled case.

If the State agency assigns case numbers by some means other than social
security number, review the household that would have retained the sampled
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case number using the State’s procedures. If neither household would have
retained the case number, review the household that contains the majority of
the members who were certified as members of the sampled case provided
that the majority contains an adult member who was certified as a member of
the sampled case. If there is no majority or no adult from the sampled
household in the majority, review the household that contains the individual
who was head of the household before it separated.

847 Recipient Disqualification - 151. The reviewer must complete
a check for all adult household members, 18 years of age or older, with the
Disqualified Recipient Subsystem (DRS), in order to verify the possible presence
of individual(s) in the household who have been disqualified from participation
in the food stamp program AORD. If the DRS check does not indicate the
presence of any disqualified members in the household, and no indication of
information to the contrary has arisen during other collateral contacts, then no
further verification is required. If the DRS check does indicate the presence of
a possible disqualified individual(s) in the household, the reviewer must verify
the eligibility status of the individual(s) by contacting the agency that
submitted the information to DRS.

If the reviewer determines that AORD a household member is an individual
disqualified from the food stamp program, the case shall be reported as
containing a variance. The error determination shall be completed by
excluding the individual from the household and including the correct share of
the individual’s income and resources in determining the eligibility and benefit
level of the household.

If the reviewer determines that AORD an individual is not disqualified from the
food stamp program and has been erroneously excluded from the household
under review, the case shall be reported as containing a variance. The error
determination shall be completed by including the individual in the household.
The individual’s income and resources shall be considered in determining the
eligibility and benefit level of the household.

If the reviewer determines that there was a variance as the result of a change,
the reviewer shall then determine whether the variance is included or
excluded based on the reporting requirements and exclusionary time periods.

848 Ineligibility Due to a Drug Related Conviction, and

Fleeing Felon Status. Unless a State agency has opted out of the
provision, household members convicted of a drug related felony, if the felony
occurred after August 22, 1996, are ineligible for the Food Stamp Program. In
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addition, household members who are fleeing felons or probation/parole
violators are ineligible.

e Verification. The reviewer must examine agency records to
determine whether the agency was aware of drug related
convictions, or that a household member was a fleeing felon or a
probation/parole violator. The QC reviewer shall verify the date
on which the state agency became aware of the information.
Verification shall consist of documentation contained within the
records of the State agency, or information that is otherwise
known to the State agency. We expect that at some time in the
future there will be databases available to check for drug
convictions and possibly for fleeing felons. As these become
available, the QC review procedures will be expanded and may
require inquiries of these databases.

e Variances. If the reviewer determines that the agency was
aware of the household member(s) status as ineligible and failed
to take appropriate action to remove the individual(s) from the
program the case shall be reported as containing an agency-
caused variance. In making the error determination the reviewer
will exclude the ineligible member(s) in determining the food
stamp benefits for the sample month. The income and resources
of any ineligible member(s) shall be handled in accordance with
certification procedures. The appropriate time frames and
requirements for reporting and acting on changes in the
household circumstances shall apply. Deficiencies, other than
those referenced above, shall not be included in the error
determination.

For reasons of reviewer safety, and so that quality control can not possibly
interfere with any ongoing law enforcement activities, under no circumstances
shall the reviewer question the household regarding the possibility of
ineligibility due to an illegal drug conviction or possible status as a fleeing
felon. If, in the course of conducting the review, the reviewer becomes aware
through other sources that a household member(s) was ineligible because of
one of these provisions, but that the State agency was unaware of this
information, then a report must be forwarded to the local agency identifying
the individual’s status as an ineligible household member. QC staff must not
contact law enforcement agencies with information regarding the whereabouts
of any fleeing felons or probation/parole violators discovered.
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850 WORK REQUIREMENTS AS A CONDITION OF
PARTICIPATION.

850.1 Work Registration - 162. As a condition of participation in the
Food Stamp Program, eligible recipients are required to register for work
unless they are exempt. If the household member, unless otherwise exempt,
refuses to work or fails without good cause to work register, the individual is
ineligible until the individual registers or becomes exempt from work
registration requirements.

The reviewer is required to determine and verify whether each household
member was required to register for work. For each member required to
register, the reviewer must verify whether the individual was registered. If
the State exempted an individual from the work registration requirement, the
reviewer shall determine if the exemption was correct. The reviewer is
required to determine if a member of the household or the entire household
should have been disqualified AORD because an individual refused without
good cause to work register.

e Verification. Work registration may be verified using the
following primary sources:

1. Employment registration form
2. Employment agency printout
3. Contact with the employment office

4. Case record documentation of the date on which current
registration was validated

e Variances. If the reviewer determines that a household member
has refused or failed without good cause to register, the case
shall be reported as containing a variance. Lack of a work
registration form in the case record is not evidence of refusal or
failure to cooperate without good cause. If a required good
cause determination was not made by the State agency, the
reviewer must verify whether there was good cause. If a good
cause determination was made by the State agency, that good
cause determination itself is not subject to examination by the
reviewer. If the reviewer determines that there is a variance for
refusal or failure without good cause to register for work, the
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reviewer shall consider the individual ineligible. Work
registration variances will not be cited for any individuals added
to the household's composition (and for whom a household
composition variance has been cited) as a result of the QC
review.

If the reviewer determines that a member of the household
failed or refused with good cause to work register and was
erroneously excluded in the household under review, the case
shall be reported as containing an agency-caused variance. Such
a variance will result in a determination that the individual is
eligible.

If, AORD, the state agency has imposed a disqualification period
upon a household member, the reviewer shall not consider the
individual to be either eligible or ineligible based solely on the
timeliness of the disqualification action. The specific
circumstances of the disqualification action must be examined in
order to determine its correctness.

e Exemptions. The verification sources for exemptions from work
registration vary with the basis for exemption. The reviewer
should verify each exemption with the appropriate source.

850.2 Employment and Training - 160. As a condition of
participation in the Food Stamp Program, eligible recipients who have
registered for work may be required to participate in an employment and
training program operated by the State. Employment and training programs
may include a job search program, a job search training and job placement
program, a workfare program, a program to improve employability, an
educational program, a program to increase self-sufficiency, a work
experience/training program and/or separate work/training program such as a
Job Training Partnership Act Program. If the State exempted an individual
from the employment and training program, the reviewer shall determine if
the exemption was correct. The reviewer is required to determine if a
member of the household or the entire household should have been
disqualified AORD because an individual refused without good cause to
participate in employment and training.

e Verification. Participation in employment and training may be
verified by contact with the appropriate operating Employment
and Training offices or by reports from the appropriate office.
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Employment and training may be operated by the State agency
or by other entities.

e Variances. If the reviewer determines that an individual(s) has
refused or failed without good cause to comply with employment
and training requirements and the individual(s) was not
disqualified from the program, the case shall be reported as
containing a variance. If a required good cause determination
was not made by the State agency, the reviewer must make a
determination by verifying whether there was good cause. If a
good cause determination was made by the agency, that good
cause determination itself is not subject to examination by the
reviewer. If the reviewer determines that there is a variance for
refusal or failure without good cause to comply with employment
and training requirements, the reviewer shall consider the
individual or household ineligible.

If the reviewer determines there is no documentation to support
that a member of the household has refused or failed without
good cause to comply with employment and training
requirements, and that individual has been erroneously
disqualified, the case shall be reported as containing a variance.
Such a variance will result in a determination that the individual
or household is eligible.

If, AORD, the state agency has imposed a-disqualification period
upon an individual, the reviewer shall not consider the individual
to be either eligible or ineligible based solely on the timeliness
of the disqualification action. The specific circumstances of the
disqualification action must be examined in order to determine
its correctness.

e Exemptions. The verification sources for exemptions from
employment and training vary with the basis for exemption. The
reviewer should verify each exemption with the appropriate
source.

850.3 Acceptance of Employment - 166. As a condition of
participation in the Food Stamp Program, eligible recipients are required to
report to an employer to who referred and to accept a bona fide offer of
suitable employment. The reviewer is required to determine if a member of
the household or the entire household should have been disqualified AORD
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because an individual refused without good cause to accept suitable
employment. [f the State disqualified the individual for failure to comply, the
reviewer shall determine if the disqualification was correct.

Verification. At a minimum the reviewer shall look for
information in the case record that indicates noncompliance
without good cause. If a required good cause determination was
not made by the State agency, the reviewer must make a
determination by verifying whether there was good cause. If a
good cause determination was made by the State agency, that
good cause determination itself is not subject to examination by
the reviewer.

Variances. If there is no indication of nhoncompliance,
compliance will be presumed. A determination by, or
notification to, the agency of failure or refusal to comply
without good cause shall be reviewed to determine the period of
ineligibility.

If the reviewer determines that a member of the household
failed or refused without good cause to accept employment and
was erroneously included in the household under review, the
case shall be reported as containing a variance. Such a variance
will result in a determination that the individual or the
household, as appropriate, is ineligible.

If the reviewer determines that a member of the household
failed or refused with good cause to comply and was erroneously
excluded from the household under review, the case shall be
reported as containing an agency caused variance. Such a
variance will result in a determination that the individual is
eligible.

If, AORD, the state agency has imposed a disqualification period
upon an individual the reviewer shall not consider the individual
to be either eligible or ineligible based solely on the timeliness
of the disqualification action. The specific circumstances of the
disqualification action must be examined in order to determine
its correctness.

Exemptions. The verification sources for exemptions from the
requirement to accept suitable employment vary with the basis
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for exemption. The reviewer should verify each exemption with
the appropriate source.

850.4 Employment Status/Job Availability - 165. As a condition of
participation in the Food Stamp Program, eligible recipients are required to
provide information on an on-going basis to allow the State agency to
determine the employment status or job availability of the individual and of
members of the household. The reviewer is required to determine if a member
of the household or the entire household should have been disqualified AORD
because an individual without good cause failed or refused to provide
information relative to their employment status or job availability. If the

State disqualified an individual for failure to comply, the reviewer shall
determine if the disqualification was correct.

e Verification. At a minimum the reviewer shall look for
information, such as reports from the State agency in the case
record that indicates noncompliance without good cause. If a
required good cause determination was not made by the State
agency, the reviewer must make a determination by verifying
whether there was good cause. If a good cause determination
was made by the State agency, that good cause determination
itself is not subject to examination by the reviewer.

e Variances. If there is no indication of noncompliance,
compliance will be presumed. A determination by, or
notification to, the agency of failure or refusal to comply
without good cause shall be reviewed to determine the period of
ineligibility.

If the reviewer determines that a member of the household
failed or refused with good cause to comply with reporting
requirements and was erroneously excluded in the household
under review, the case shall be reported as containing an
agency-caused variance. Such a variance will result in a
determination that the individual is eligible.

If, AORD, the state agency has imposed a disqualification period
upon a household member, the reviewer shall not consider the
individual to be either eligible or ineligible based solely on the
timeliness of the disqualification action. The specific
circumstances of the disqualification action must be examined in
order to determine its correctness.
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e Exemptions. The verification sources for exemptions from the
reporting requirements vary with the basis for exemption. The
reviewer should verify each exemption with the appropriate
source.

850.5 Voluntary Quit/Reducing Work Effort - 163. As a condition
of participation in the Food Stamp Program, eligible recipients may not
voluntarily quit without good cause, or reduce hours of employment to less
than the required number of hours per week without good cause. If a non-
exempt individual voluntarily quits or reduces their work hours without good
cause the individual or household is ineligible to participate. The reviewer is
required to determine if a member of the household or the entire household
should have been disqualified AORD because an individual voluntarily quit or
reduced their work hours.

The reviewer is required to determine whether the member of the household
voluntarily quit his/her job without good cause, and whether the household
should have been disqualified AORD as the result. If a good cause
determination of voluntary quit is made by the State agency that good cause
determination itself is not subject to examination by the reviewer.

The reviewer shall determine whether the member of the household
voluntarily quit a job if: there is an indication in the case record of a quit
(unless documentation shows good cause); IEVS data that was previously
obtained indicates recently terminated employment; during the interview the
household indicates that an individual recently became unemployed or reduced
their work hours; or an indication of a quit or reduction is found through
collateral contacts.

e Verification. The reviewer must verify the following information
to determine whether the member of the household should have
been disqualified because of the quit or reduction.

Verify when the quit or reduction occurred, if it was voluntary,
and the number of hours or weekly wages. Verification sources
include, but are not limited to, previous employer(s), employee
associations, union representatives, and/or grievance
committees or organizations. Primary responsibility for
providing verification and/or collateral contacts rests with the
household member.
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If a good cause determination was not made by the State agency,
make a determination by verifying whether there was good
cause.

Reviewers must apply State agency definitions for “voluntary
quit” and “reducing work efforts” in completing the review of
these provisions.

e Variances. If the reviewer was unable to obtain verification
because the quit or reduction resulted from circumstances that
cannot be verified, (i.e., such as a resignation from employment
due to discrimination practices or unreasonable demands by an
employer or because the employer cannot be located), no
variance shall exist in this element.

If, AORD, the state agency has imposed a disqualification period
upon an individual, the reviewer shall not consider the individual
to be either eligible or ineligible based solely on the timeliness
of the disqualification action. The specific circumstances of the
disqualification action must be examined in order to determine
its correctness.

850.6 Workfare and Comparable Workfare - 164. As a condition
of participation in the Food Stamp Program, State agencies may require
recipients to participate in an optional workfare program. Such a workfare
program may also include comparable workfare programs approved by the
State, i.e., self-directed workfare. The reviewer shall use the procedures in
this section for individuals participating in such a program.

Individuals, or households are to be disqualified from the Food Stamp Program
when the State agency determines that a workfare participant has failed or
refused without good cause to comply with the requirements of workfare.
(Such disqualifications do not apply if participation by the food stamp recipient
was voluntary.) The reviewer is required to determine if individuals should
have been disqualified AORD because they did not comply with workfare
requirements.

e Verification. At a minimum the reviewer shall look for
information, such as reports in the case record that indicates
noncompliance with the workfare requirements without good
cause.
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e Variances. If there is no indication of noncompliance,
compliance will be presumed. A determination by, or
notification to, the agency of failure or refusal to comply
without good cause with workfare requirements shall be
reviewed to determine the period of ineligibility.

If the reviewer determines that a member of the household has
refused or failed without good cause to comply with workfare
requirements and has been erroneously included in the
household under review, the case shall be reported as
containing an agency caused variance. Such a variance will
result in a determination that the individual or the household is
ineligible.

If the reviewer determines that a member of the household
failed or refused with good cause to comply with workfare
requirements and has been erroneously excluded from the
household under review, the case shall be reported as
containing an agency-caused variance. Such a variance will
result in a determination that the individual is eligible.

If AORD the state agency has imposed a workfare
disqualification period upon a household member, the reviewer
shall not consider the individual to be either eligible or
ineligible based solely on the timeliness of the disqualification
action. The specific circumstances of the disqualification
action must be examined in order to determine its correctness.

e Exemptions. The verification sources for exemptions from
workfare requirements vary with the basis for exemption. The
reviewer should verify each exemption with the appropriate
source.

850.7 Time Limited Participation - 161. Able-bodied adults
between the ages of 18 and 50 without dependents (ABAWDs) are eligible for
participation in the Food Stamp Program for only 3 months within a 36-month
period of time without working or participating in a work or workfare program,
unless exempt. ABAWD individuals meeting certain criteria may qualify for 3
additional consecutive months of participation in the 36-month period.

e Verification. The reviewer must verify, as of the review date,
both the status of individual household members as ABAWDs, and
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also the program participation history of any members
determined to be ABAWDs. This will include an examination of
agency records. The reviewer shall verify the date on which the
State agency became aware of the information. Verification
shall consist of documentation contained within the records of
the State agency, or information that is otherwise known to the
State agency. Agency issuance records shall be used to verify
the program participation of any individuals determined to be
ABAWD:s.

In addition, the reviewer must explore the eligibility status of
the ABAWD as a routine part of the field review of the case.
Household members should be questioned regarding the history
of participation in the program on the part of any ABAWD
household members.

If there are no indications from the review of agency records or
from the field review that any household members may be
ineligible ABAWDs, then the household’s statement may be
accepted. No further investigation of the matter is necessary.
There is no requirement that the reviewer contact agencies
administering the program in other states if there are no
indications that the ABAWD has participated within another
jurisdiction.

When a household admits that a household member is an ABAWD,
or agency records and/or collateral contacts indicate that a
household member may be an ABAWD, the reviewer must verify
the eligibility status of the individual(s) through the examination
of agency records and collateral contacts with organizations
administering the program in other states. The records of the
State agency responsible for the administration of the Food
Stamp Program where the recipient potentially participated are
the only acceptable source of verification regarding the
individual(s) ABAWD status.

Variances. The reviewer shall take the following steps in making
the error determination:

For each household member, determine AORD whether the
individual is an ABAWD. For those individuals who are
determined to be an ABAWD as of the review date, proceed with
the review steps below.
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For each household member who has been determined to be
ABAWD, determine whether these individuals have exceeded
their time limits for participation in the program.

Variances will be cited if it is determined that AORD the
household contains member(s) who are ABAWDs who have
exceeded their time limits for participation. In making the error
determination the reviewer will exclude the ineligible
member(s) in determining the food stamp benefits for the
sample month.

Reportable changes that are not reported, and that impact on
the eligibility status of an ABAWD individual shall be included in
the error determination process.

Variances shall also be cited if the reviewer determines that, as
of the review date, the agency has improperly excluded an
individual who was not subject to the time limit restrictions, or
who had not yet exceeded the time limits for program
participation. In making the error determination the reviewer
will include the eligible member(s) in determining the food
stamp benefits for the sample month.

The appropriate time frames and requirements for reporting and
acting on changes in the household circumstances shall apply.

If AORD the state agency has imposed an ABAWD disqualification
period upon a household member, the reviewer shall not
consider the individual to be either eligible or ineligible based
solely on the timeliness of the disqualification action. The
specific circumstances of the disqualification action must be
examined in order to determine its correctness.

e Exemptions. The verification sources for exemptions from the
time limit requirements vary with the basis for exemption. The
reviewer should verify each exemption with the appropriate
source.

860 SOCIAL SECURITY NUMBERS - 170. An individual may not
apply for the Food Stamp Program because they do not wish to provide their
social security number at the time they are applying for the rest of the
household. No verification is required for these members of the household
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who have chosen not to be included as a recipient of the Food Stamp benefits
for themselves. Otherwise, individuals who refuse or fail without good cause
to provide a social security number (SSN) or to apply for one are ineligible to

participate as a member of the household.

860.1 Verification.

Verification of SSN’s is not required for households that are categorically
eligible based on PA or SSI payments. However, an SSN may be verified for a
member of a categorically eligible household when the number is needed to do
an IEVS check and the SSN is not in the case file or it appears to be incorrect.

For other households, including those households that are categorically eligible
based on GA payments, verification must be obtained for each household
member. Verification based on viewing the Social Security card is not
acceptable. Verification must be based on one of the following sources:

e Collateral contact with SSA.

e SSA printouts or documents such as a Form SS-5 (Application for
an SSN) or SSA-5028 (Receipt for Application for an SSN) or other
similar forms.

e Documentation that the SSN had been verified by another
program participating in IEVS.

e Documentation in the case record that shows that a Form SS-5
was sent to SSA on a specific date.

e Birth document issued by the hospital in the case record that
shows that an SSN was applied for or other receipt showing this,
if it contains identifying information that includes the names of
the baby and the parent(s) and the date of birth of the baby.

1. Under no circumstances should the reviewer contact a
hospital to verify whether or not a food stamp applicant or
recipient applied for a newborn baby's SSN while in that
hospital.

2. The reviewer must look for a copy of documentation from the
hospital in the case record that shows that an SSN was
applied for.
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The reviewer must document the verification used to show that the individual
did or did not have an SSN.

860.2 Variances. A variance shall be cited, and the household member
determined ineligible, only in the following circumstances:

If the reviewer determines, using documentation in the case
record, that an individual had refused, or failed without good
cause, to provide or apply for an SSN.

If the reviewer finds no evidence that establishes refusal, the
reviewer must determine whether good cause existed for the
individual's failure to provide or apply for an SSN. Good cause
shall be established through documentary evidence that the
individual had made every effort to supply the necessary
information to complete an application for an SSN.

If the reviewer determines that the household knowingly
provided an incorrect SSN for an individual or knowingly failed to
provide all SSN's for an individual, the individual shall be
determined ineligible.

If an individual had been disqualified by the State agency, the
reviewer shall determine if the disqualification was correct
AORD.

Deficiencies, other than those referenced above, shall not be included in the
error determination.

If an individual who was added to household composition as a
result of the QC review (and for whom a household composition
variance has been cited) does not have an SSN, an SSN variance
shall not be cited.

Failure on the part of the agency to process an SS-5 or to inform
the household member that an SSN must be obtained within the
allowed time frames shall not be considered a variance and shall
not affect the error determination.

If an individual is determined to be ineligible, the reviewer shall exclude that
individual from the household but include a pro rata share of the individual's
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income and all of the individual's resources in determining the household's
eligibility. Likewise, those individuals who choose not to provide their social
security number and did not want to receive food stamp benefits have their
income and resources considered in determining the remainder of the
household’s eligibility and benefits.

870 DISABLED INDIVIDUALS. Disabled household members are
entitled to some special eligibility and benefit standards:

e The net income standard

e The excess medical deduction

¢ The uncapped shelter deduction, and

e Special household composition considerations.

Disability status must be verified in connection with application of these
special standards.

“Disabled” status that entitles a member to the special eligibility and benefit
standards is defined in Food Stamp Program regulations. Only individuals
meeting the criteria listed in the regulatory definition shall be considered
disabled for purposes of the special eligibility and benefit standards.

870.1 Verification. The source of verification varies with the basis for
the entitlement to disability status. The verification must be documentation,
computer listings, or collateral contacts with the government agency that has
provided the basis for the disability determination.

For example: if the basis for the disability determination is receipt of SSI, then
verification must consist of SSA documentation or computer listings which
verify the information or a collateral contact with SSA.

870.2 Variances.

o |f the reviewer determines that an incorrect disability status
determination has been made (a disabled household member has
been considered non-disabled, or a non-disabled household
member has been considered disabled) then a variance exists.
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e If the reviewer determines that the variance is the result of a
change, the reviewer shall then determine if the variance is
included or excluded based on the reporting requirements and
exclusionary time periods.

Variances in disability status are not |Example of Coding a Variance That
coded on the FNS-380-1 as disability |Was Related to Disability Status: A

variances, rather they should be household is given an uncapped shelter
coded in the element that is deduction on the basis that a

effected by the disability status household member is disabled. The
variance. reviewer discovers that the household

member is not disabled, and the
household is not entitled to an
uncapped shelter deduction. The
variance should be coded in element
363, shelter deduction.
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CHAPTER 9

RESOURCES
900 VERIFICATION STANDARDS FOR RESOURCES - 200-299.

910 GENERAL REQUIREMENTS. This chapter discusses the general
requirements for verification of resources.

911 Purpose of Verification of Resources. Except for
categorically eligible households, the reviewer must verify the household's
liquid and non-liquid resources. The reviewer must then determine if the
household's nonexempt resources exceeded the resource eligibility standard.

Fluctuations in resources over the certification period, even in excess of the
household's standard, shall not be considered variances. Thus, only when the
applicable resource standard was exceeded as of the QC verification date (see
section 710), the household fails to report the acquisition of certain vehicles,
or when policy was misapplied by the agency shall the reviewer cite a variance
in this element. In regard to variances resulting from changes, the
exclusionary time periods in Chapter 7 apply.

In determining whether a variance exists, the reviewer must ensure that the
same money is not counted both as income in the month it was received and as
a liquid resource in the same month.

912 Eligibility Standards. There are statutory resource limits for all
households except those households that are categorically eligible. The
reviewer will need to determine the resource limit for the household.

913 Categorical Eligibility. Households are categorically eligible if
all household members received or were authorized to receive PA, SSI, State or
local GA payments, or benefits from a State Program conferring categorical
eligibility. The reviewer need not review the household's resources if it was
categorically eligible except to determine if the resources provided any
income to the household such as interest or rent. So long as all household
members were included in a PA grant or they received SSI, State or local GA
payment, or benefits from a State Program conferring categorical eligibility,
the household was eligible for food stamps in relation to this element,
regardless of whether its total resources exceeded the standard and regardless
of whether there was more than one PA unit in the food stamp household.
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If the reviewer becomes aware that the PA/FS household had more resources
than allowed by the PA standard, this information shall be reported to the
agency but shall not result in the case being reported as ineligible for food
stamp benefits. When a case is found to be incorrectly classified as
categorically eligible, the reviewer shall use the applicable resource standard.
For example, if the reviewer finds that a household contained an individual
who was not included in the PA budget, the food stamp resource limit would
be used. If the resources exceeded the resource limit, the case was ineligible.

914 Combined Resources - 225. To determine if there was a
variance, the reviewer must total verified nonexempt resources and compare
that amount to the appropriate resource limit. The worksheet must show the
total and the resource limit used.

915 Acceptable Case Record Verification. Reviewers may accept
case record verification for resources which households declare if such
verification is current relative to the likelihood of the resource changing. For
non-liquid resources, the reviewer may accept as current any appropriate case
record verification stating the amount of the resource during the 30 days
before or after the review date. For liquid resources, the reviewer may only
accept case record verification stating the amount of resources as of the QC
verification date specified in Chapter 7.

916 Transfer of Resources. The reviewer must ask the household if
it transferred any resources during the three months prior to application or
after its eligibility was determined.

If the household admits to a transfer of resources, the reviewer must identify
the resource, specify when the transfer occurred, and determine whether the
transfer was knowingly made in order to qualify for food stamp benefits. The
household's documentation of the transfer may be used for verification. If the
case record documents that the household reported to the EW a transfer of
resources, the reviewer will determine if, in accordance with certification
procedures, the household would be eligible for the sample month.

A household may use its resources without having that use considered as a
transfer of resources. For example, a househo