Food Distribution Program on Indian Reservations`
Management Evaluation Module

(March 2010)
Review items that can be completed by the reviewer in advance of the review

 are indicated by: [Advance Work]
I.
STATE AGENCY OPERATIONS

A.
Organization and Staffing 

1. The reviewer should obtain a copy of the current FDPIR organization chart.
What is the Indian Tribal Organization and/or State agency (ITO/SA) staffing structure?  Include part-time and currently vacant positions. 
2.
The reviewer should obtain a copy of the Tribe’s organization structure, if available.
How does FDPIR fit into the Tribe’s organizational structure?

*3.
How are staff needs determined (e.g., certification, tailgate operations, warehouse, etc.)?


[FNS Handbook 501, Section 1220]
a. How does the Program Director determine staffing responsibilities?

b. Are there any vacancies the Director considers vital to program operations?
.

c. In the reviewers opinion, is there sufficient or excess staff to operate the program?
4.
Are volunteers being utilized?  [FNS Handbook 501, Section 1223]



YES

NO


If yes, what function do they perform?  If no, explain.
5.
If the ITO/SA staff is responsible for more than one program, how is staff time tracked? 

*6.
Does the ITO/SA hire certification staff under a merit system?  

[7 CFR 253.5 (c); FNS Handbook 501, Section 1222] 






YES

NO


If no, explain.

*7.
Does the ITO/SA assure they pay no lower than the current Federal minimum wage?

[FNS Handbook 501, Section 1221]






YES

NO

If no, explain.


B.
Plan of Operation 

1.
[Advance Work]  What is the date that the Plan of Operation was approved by the FNS Regional Office (FNSRO)? 

2. Does the version of the Plan on file at the ITO/SA match the version approved by the FNSRO?






YES

NO


If no, explain.
*3.
Did the FNSRO approve all Plan amendments?


[7 CFR 253.5(a)(1); FNS Handbook 501, Section 1211] 








YES

NO



If no, explain.
*4.
State Administered Programs:  Does the SA consult with the local agencies (LA) before amendments are made?  [7 CFR 253.5(a)(1)(i); FNS Handbook 501, Section 1212]







YES

NO



If no, explain.
5.
If the ITO/SA provides service to “near areas” (i.e., areas outside the geographic boundaries of a reservation that are approved by FNS for FDPIR service), are the areas served by the ITO/SA consistent with the description of the approved near areas in the Plan of Operation?  


[7 CFR 253.4(d)]







YES

NO


If no, explain. 

*6.
In Oklahoma (except for the Osage Tribe), are the areas served by the ITO/SA consistent with the description of the approved FNS service areas in the Plan of Operation?   [7 CFR 253.4(d)]







YES

NO


If no, explain.
C.
Equipment
*1.
Does the ITO/SA have an equipment list for items purchased with FDPIR funds?  


[FNS Handbook 501, Section 2412; 7 CFR 3016.32(d)]





YES

NO


If no, explain.
	Equipment/FDPIR
	Date Purchased

	
	

	
	

	
	

	
	

	
	

	
	

	
	


2.
Is any equipment not being used?



YES

NO
If yes, list the equipment below.

3.
Has any equipment with a fair market value of less than $5,000 been donated or transferred for another program’s use?  






YES

NO
If yes, list the equipment below.

4.
Is there any equipment needed by the ITO/SA?  






YES

NO

If yes, list the equipment below.

II.
AGREEMENTS/ADDENDUMS/CERTIFICATIONS

A.
Federal/State Agreement 

1.
Does the ITO/SA have a copy of the signed permanent Form FNS-74, Federal/State Agreement, on file?  

YES

NO

If no, explain.
2.
Is the addendum for the Fresh Fruit and Vegetable Program on file?

YES

NO

N/A

If no, explain.
B.
Agency Agreements
1.
Has the ITO/SA entered into a written agreement for storage and/or delivery of USDA Foods? 






YES

NO

If yes, provide the requested information below:
	Name of Entity
	Sub Distributing Agency
	Warehouse
	Carrier
	Other (write in)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The reviewer should obtain a copy of the above agreements and complete Section A of Part VIII (Eligibility/Agreements/Contracts) of the Administrative Module.
III.
FINANCIAL MANAGEMENT

A.
Budget Process
*1.
[Advance Work] What date was the ITO/SA budget proposal received by the FNSRO? 

[FNS Handbook 501, Section 2210; 7 CFR 253.11(c)]

a.  Document any delay and/or absence of required in reporting elements.

*2.  Determine if there has been a transfer of funds from an approved cost category to another.  Are the cumulative transfers less than ten percent of the current total approved budget?  [7 CFR 253.11(f); FNS Handbook 501, Section 2220)]
3.  If significant delays are identified in the above, interview the appropriate ITO/SA staff when on-site and document the reasons for the delays.

B.  
Tracking, Monitoring and Accounting for Funds

*1.  Describe the ITO/SA method of tracking and accounting for funds.  [FNS Handbook 501, Section 2420 and 2400; 7 CFR 253.11(f)]
a.  Are support documents (invoices, receipts, etc) readily available?

b.  Do they correspond with financial reports?

c. Are costs allocated and have they been properly applied?

*2.  Review ITO/SA procedure for payment of accounts receivable and accounts payable.  Do these procedures minimize the time lapse between the transfer of funds and disbursements?  [FNS Handbook 501, Section 2323; 7 CFR 253.11(e)]
*3.  What is the ITO/SA procurement policy and does it meet the standards set forth in 7 CFR 277.14?

C.  
Audits (7 CFR 277.17; 7 CFR Part 3052)

The reviewer should obtain the most recent completed financial audit, the corrective action plan (if there were findings specific to FDPIR), and any other relevant documents.

*1.  What year(s) does the audit cover?

*2.  When was the audit completed?

*3.  Were there any findings or recommendations specific to FDPIR in the audit?




YES

NO
If yes, list the findings below.

*4.  Were there any questioned costs that were specific to FDPIR?




YES

NO

*5.  Was a corrective action plan established for each finding/recommendation at the completion of the audit?  [7 CFR 3052.315C]



YES

NO

If no, explain.

*6.  Were the issues outlined in the finding(s)/recommendation(s) resolved as required by the correction action plan?




YES

NO

If no, explain.

D.  
SF-425 Reports/Draws
*1.  Were any SF-269 or SF425 reports received after the due date?  [FNS Handbook 501, Sections 1520(a)]




YES

NO

*2.  (Advance Work)  What percentage of funds was drawn from LOC to date?

*3.  State Administered Program:  How does the SA reimburse the LAS?

4.  Please explain if funds are not drawn proportionately to the date of the review.

IV.
INVENTORY CONTROL, ACCOUNTABILITY AND REPORTS

This section is designed to determine the accountability and control procedures that have been implemented by the ITOs, SAs, and/or LAs to ensure that records of the amount of each USDA donated commodity in stock, on order, and the quantity of each item moving in and out of the storage facility is accurate. 

A.
Accountability Procedures
1.  Is the ITO/SA or LA using the FDPIR Automated Inventory System (AIS)?  





YES

NO
The reviewer should contact the Regional AIS Coordinator to determine the current version of AIS.

2.
The current version of AIS is ______________.  Is the ITO/SA using this version?







YES

NO

If yes in Question #1, above, go to Question #4; if no, go to Question #3.
3.
If the ITO/SA is not using AIS, describe the inventory recordkeeping system used and why this alternate system is utilized.  [7 CFR 253.10(a) and (b); FNS Handbook 501, Section 7400]   

4.
If the ITO/SA uses AIS:

	
	YES
	NO
	N/A

	a.  Has the ITO/SA experienced any system problems?
	
	
	

	b.  Were the problems resolved timely in order to ensure that established timelines were met?
	
	
	

	c.  Were the problems relayed to the AIS liaison?    
	
	
	


B.
Inventory Procedures
The reviewer may opt to complete the Monthly/Annual Inventory Chart, the Inventory Spot Check Process Utilizing Automated Inventory System instructions, or the Inventory Spot Check Excel Worksheet when reviewing inventory.  This section may be completed for automated systems such as AIS or for manual inventory systems.



[image: image1.emf]FDPIR Monthly or  Annual Inventory Chart.doc



[image: image2.emf]FDPIR Inventory  Spot Check with AIS Instructions.doc



[image: image3.emf]FDPIR Inventory  Spot Check Excel Worksheet.xls


 Questions #1-6 apply to both manual and automated inventory systems.
*1.
Has one person and a backup person been designated to maintain inventory records, including posting the entries on a daily basis?  [FNS Handbook 501, Section 7420]  





YES

NO

If no, explain.

*2.
What are the ITO’s/SA’s or LA’s policies for complying with first-in/first-out (FIFO)?


[FNS Handbook 501, Sections 7430 and 7432]    

*3.
Is a monthly physical inventory of USDA donated USDA Foods conducted by the ITO/SA?

[FNS Handbook 501, Section 7440]   





YES

NO


If no, explain.

The reviewer should obtain a copy of the most recent Form FNS-152 submitted and compare the report to on-site inventory records.
*4.  Is there a sufficient amount of inventory available for distribution to participants and to maintain a buffer for use in an emergency?  [FNS Handbook 501, Section 7431] 

	Policy:  The ITOs/SAs (except those participating in a commodity ordering/distribution pilot program) must maintain a supply of available USDA Foods sufficient for up to 3 month’s distribution for each food group.  LAs must maintain a minimum of 1.5 month’s supply of available USDA Foods for each food group.







YES

NO


If no, explain. 

*5.
Does the ITO/SA/LA follow the procedures below for reconciling the physical and perpetual inventories:  [FNS Handbook 501, Section 7441] 

	
	YES
	NO

	a.  Are the perpetual and physical inventories reconciled?
	
	

	b.  Are overages or shortages recorded?
	
	

	c.  Is this information documented on the FNS-152 for the month in which the overages and shortages occurred?   
	
	

	d.  Is Form FNS-57, Report of Shipment Received Over, Short and/or Damaged, submitted to the Kansas City Commodity Office for an overage, shortage, or damage?

[FNS Handbook 501, Section 6212; FNS Instruction 709-5, Sections IX and X]   
	
	



If no to any above, explain.

6.
Has the ITO/SA acted to correct any “deficiencies” identified through inventory (i.e., shortages, damages, out-of-date USDA Foods, etc.)?







YES

NO 
If yes, describe the deficiencies and the corrective action taken:

C.
Transfers/Redonations
*1.
In the last 12 months, has the ITO/SA redonated excess inventory to, or received USDA Foods from, another ITO/SA?  (Do not include normal shipments from the North Dakota and Montana State warehouses to the ITOs they serve.)  [7 CFR 250.13(a)(1)(iii); FNS Handbook 501, Section 6150]   





YES

NO

If yes, describe below.  

*2.
Were the redonations or transfers properly documented?

[7 CFR 253.10(c)(16); 7 CFR 250.13(a)(1)(v); FNS Handbook 501, Section 6150 and 6160]   





YES

NO

N/A

If no, explain.
*3.  Did the ITO/SA arrange the redonation of excess inventory with the FNSRO, prior to redonating the access?  [7 CFR 250.13(h); FNS Handbook 501, Section 6150]


Excess Inventory?

YES

NO

N/A
If no, explain.

*4.
Did USDA require an inspection of the redonated USDA Foods? 

[7 CFR 250.13(h); FNS Handbook 501, Section 6150]  





YES

NO

N/A

If yes, what were the results of the inspection?

*5.  Does the storage space of USDA Foods allow sufficient floor space to allow air circulation so as to permit ease of cleaning, inventory, inspection, and handling of foods?  [FNS Handbook 501-Section 7110]





YES

NO

*6.  Does the ITO/SA have a copy of the most current local health inspection report?  [FNS Handbook 501-Section 7130(a)]




YES

NO
*7.  Is there documentation to support that temperature readings are taken and recorded at least daily both outside and inside refrigeration and freezer storages, and more often if there has been difficulty in maintaining desired temperatures?  [FNS Handbook 501-Section 7144]





YES

NO
a.  Dry storage – desirable temperature to maintain: 50 to 70 deg. Fahrenheit

b. Refrigeration Storage – desirable temperatures to maintain: 36 to 40- deg. Fahrenheit

c. Freezer Storage – desirable temperatures to maintain: 0 deg. Fahrenheit and below

*8.  From the reviewer’s observation, does the ITO/SA practice good housekeeping methods as described in FNS Handbook 501-Section 7300?




YES


NO

*9.  Has the ITO/SA had any problems with rodent infestations?  [FNS Handbook 501-Section 7322]




YES


NO

10.  State Administered Programs:  Does the ITO/SA require prior authorization and documentation for LA redonations and/or transfers?




YES


NO
D.
Commodity Losses/Claims
1.
What are the ITO’s/SA’s procedures for reporting losses of USDA Foods while in storage and during distribution?  [FNS Handbook 501, Section 9100]   

2.
Has the ITO/SA established a claim register (log)?  

[FNS Instruction 410-1, Sections VI-A(6) and VIII-B] 





YES

NO

If no, explain.
*3.
Has the ITO/SA/LA experienced any loss of USDA Foods of $100 or more in the last 12 months?  [FNS Instruction 410-1, Sections IV-D and V-A(1); FNS Handbook 501, Section 9110]





YES

NO
a. If yes, complete the chart below.
	Warehouse Location
	Commodity Loss Due to Fraud

$0 and above
	Was Claim Handled Properly?

Yes or No
	Non-Fraud Commodity Loss

$100 and above
	Was Claim Handled Properly?

Yes or No

	SA
	Must be reported to FNSRO within 30 days; SA must make tentative claim determination 
	
	Must be reported to FNSRO within 30 days; losses up to $250-SA must make final claim determination; losses above $250-SA must make tentative claim determination
	

	ITO
	Must be reported to FNSRO within 30 days; SA must make tentative claim determination
	
	Must be reported to FNSRO within 30 days; losses up to $250-SA must make final claim determination; losses above $250-SA must make tentative claim determination
	

	LA
	Must be reported to FNSRO within 30 days; SA must make tentative claim determination
	
	Must be reported to FNSRO within 30 days; losses up to $2500-Sa must make final claim determination; losses above $2500 – SA makes tentative claim determination
	


*b.
Did the ITO/SA pursue claims collection action, as appropriate?


[FNS Handbook 501, Section 9120]





YES

NO

N/A

If no, explain.
*c.  Did the ITO/SA maintain records on all claim actions, including a claims register, and substantiating documentation such as purchasing documentations, in accordance with FNS Handbook 501-Section 9120?
4.
Did the ITO/SA review prior commodity losses and causes to identify patterns or trends?  

5.
If patterns and trends were identified during the review, was corrective action taken?  
V.
RECORDS AND REPORTS
A.
FNS-152 Reporting  
 [Advance Work]  The reviewer should review the submission dates of the Form FNS-152. 
*1.
Were any reports late?

	Policy:  Form FNS-152 is due 30 days after the report month.






YES

NO 

If the answer is yes, have the submission dates been timely in the most recent months?





YES

NO

*2.
Have there been any significant fluctuations in participation as reported on the FNS 152? 

YES

NO   


If yes, which months and what were the reasons?

*B.
Records Maintenance Chart  [7 CFR 253.5(h); FNS Handbook 501, Section 1510]

The reviewer should complete the following chart to determine if the SA/ITO/LA properly maintained all required records and reports.

	Policy:  Records and reports must be maintained for a period of 3 years from the close of the fiscal year to which they pertain, and longer than 3 years if any litigation, claims or audits dictate this need.


1. *The reviewer will request to review the records below.  Are the following records maintained for 3 years, or longer if warranted because of litigation, claims or audits:


	Records
	At the SA

YES/NO
	At the ITO

YES/NO
	At the LA

YES/NO

	a.  Training records?
	
	
	

	b.  Household certification and recertification records, and disqualification records?
	
	
	

	c.  Issuance records/cards? 
	
	
	

	d.  Fair hearings records? 
	
	
	

	e.  Household claims records? 
	
	
	

	f.  Commodity receipt and inventory records (FNS-152 reports; consignee receipts; FNS-57 reports)?
	
	
	

	g.  Fiscal records (SF-269/SF-425 and SF-269A reports; property records; documentation to support expenditures; documentation to support funding match)?
	
	
	

	h.  Management review reports and corrective action plans?
	
	
	

	i.  Audit reports?
	
	
	

	j.  Investigations? 
	
	
	

	k.  Civil rights complaints?
	
	
	

	l. FNS-101 Reports? 
	
	
	


VI.
CERTIFICATION AND HOUSEHOLD ACTIONS

*A. 
Advance Review:  Notices 
Prior to the on-site review, obtain a sample copy of the ITO/SA application, notice of eligibility, notification of fair hearing rights, notice of expiration of certification, and any other notices  provided to the household..

1. Are the certification forms used by the ITO/SA the same as those contained in the Plan of Operation?

YES ______

NO______

If no, explain.  

*2.  Is the application form understandable and easy to complete? 
(FNS Handbook 501, section 3110)

YES__________ 

NO__________

If no, explain:

*3.  Does the application packet contain a description of the violations and consequences in understandable terms and in prominent lettering?  [FNS Handbook 501, sections 3110, 5700 and 5800; 7 CFR 253.8(a)]
(Violations include misstatement of income, resources, household size, dual participation, misuse of USDA Foods.)  

	VIOLATION
	YES
	 NO

	Failure to Pay a Claim (Section 5710)
	
	

	Intentional Program Violation (Section 5800) 

A. False or misleading statements, misrepresents, conceals or withhold facts to obtain FDPIR benefits it is not entitled to receive;

B. Commits any act that violates a Federal statute or regulation relating to the acquisition or use of USDA Foods 
	
	

	Tribal, State or Local Prosecution for Fraud (Section 5730)
	
	

	SNAP Intentional Program Violation (Section 5740)
	
	


If no, please explain:

*4.  Does the notice of eligibility contain? (FNS Handbook 501, section 5131)

	
	YES
	NO

	The level of benefits the household will receive?
	 
	

	The beginning and ending dates of the certification period?
	
	

	Notification of household’s right to a fair hearing?
	
	

	Notification of household’s obligation to report changes in the household circumstances?
	
	

	Household’s responsibility to reapply for continued participation at the end of the certification period?
	
	

	The telephone number of the FDP office and the name and address of the person to contact for additional information?
	
	

	An individual or organization that provides free legal representation, if available?

	
	


* 5. What are the ITO’s/SA’s procedures for notifying households of the requirement to report changes in household circumstances that occur during the certification period?  (FNS Handbook 501 paragraph 5141. 
	
	YES
	NO

	a.  Within 10 days of the date the change becomes known to the household?
	
	

	b.  Whenever a change in income would affect program eligibility?
	
	

	b.  Whenever there is a change in household composition, such as the addition or loss of a household member?
	
	

	c.  Whenever cash on hand, stocks, bonds, and money in a bank account or savings institution reach or exceed a total of $1,750, or $3,000 for all households with two or more member if a least one member is 60 years or older?
	
	


B.  

Dual Participation Controls 

1. Review case files: 
a. Obtain a copy of the most current listing of households certified eligible to participate in the FDPIR and the ITO/SA for case file review.   

b. From the above listing, randomly select a sample of 10 percent or 20 households for further review.

c. Provide the FNSRO Supplemental Nutrition Assistance Program (SNAP) section with the sample names to determine if any members are certified eligible to participate in FDPIR and SNAP during the same period.  If any members are found to be certified for both Programs, follow up with the ITO/SA while on-site to resolve this.

OR

d. Reviewer uses file documentation during on site review of files to determine if household is participation in both FDPIR and SNAP. 

e. Obtain the case files from the ITO/SA for the households selected in Step 1b above and complete the attached FDPIR Certification Case File Review Worksheet.

f.  Follow up on any deficiencies noted during this review.

*2.  Describe the ITOs/SAs procedures for preventing simultaneous participation in FDPIR and SNAP  [7 CFR 253.7(e); FNS Handbook 501, Section 1370]

*3.
 What are the established procedures for staff to follow when it is discovered that a household is simultaneously participating in FDPIR and * SNAP?  [FNS Handbook 501, Sections 5610 and 5800]

* 4.  What are the procedures for handling households that wish to switch between FDPIR and *SNAP?  [7 CFR 253.7(e)(2); FNS Handbook 501, Section 5420, 5430, and 5440]

To answer questions in this section, the reviewer should discuss with certification staff the policies and procedures used for FDPIR eligibility determinations and household actions.  At the discretion of the reviewer, he/she may also observe a certification or recertification interview (with the expressed permission of the ITO/SA and client) to confirm the compliance of the ITO/SA with FNS policies and procedures. 

C.  
Certification Staffing and Oversight

1. What staff performs the certifications? (Ensure no volunteers or non-tribal staff are making certification determinations.)  List names.

2. Are the certifiers using updated and complete: 

a. FNS Handbook 501?

b. Regulations?

c. Policy Memoranda?  (Verify the ITO/SA has ready access to the policy memoranda issued after the 2005 rewrite of the FNS Handbook 501) 
d. Income guidelines? 

3. Is there a QC system in place to periodically review case files? 
a. How often is this done? 
b. Is it documented? 
c. What corrective actions does the ITO/SA take to rectify certification errors?

4. Are the files kept in secure storage? 

5. Do certifiers know the proper procedures for obtaining sensitive information and giving it?

6. What tools do certifiers use to ensure the application is complete and the certification is accurate?

7.  Document the ITO/SA procedures for notifying households of the requirement to report changes in household circumstances that occur prior to the end of the certification period.   [FNS Handbook 501, Section 5141]
8. What is the ITO/SA process for handling recertifications?  [7 CFR 253.7(d); FNS Handbook 501, Section 5300]
Does the ITO/SA:

a. Notify the household of expiration near the end of the certification period?
b. Provide households who apply for recertification one month prior to expiration the opportunity to receive benefits on an uninterrupted basis?
c. Ensure that households do not receive benefits after the expiration of the certification period if not eligible (with the exception of denial requests for hearing)?

D.    
 Application Processing 
*1.  Are FDPIR applications made available:


[7 CFR 253.7(a)(2); FNS Handbook 501, Section 3100]

	
	YES
	NO

	a.  At the FDPIR office?  
	
	

	b.  At other locations (list locations below)?
	
	

	c.  To groups and organizations that perform outreach (list names of groups/organizations below)?
	
	


*2.  What are the ITO’s/SA’s procedures for handling requests for applications:


[7 CFR 253.7(a)(2); FNS Handbook 501, Sections 3110 and 3150]
	a.  In person? 


	

	b.  By telephone?  
	

	c.  By mail?


	

	d.  By email?


	

	e.  Through an authorized representative? 
	

	f.  Through a website? 


	


*3.  What are the ITO’s/SA’s procedures regarding the right to same-day filing of applications?  


[7 CFR 253.7(a)(3); FNS Handbook 501, Sections 3140 and 3141] 


*4.  What are the ITO’s/SA’s procedures regarding the households’ right to file an application that has not been filled out completely?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3120] 
	Policy:  An application must be accepted by an ITO/SA if it contains, at a minimum, the applicant’s name, address and the signature of a responsible household member or an authorized representative.


*5.  How does the ITO/SA handle applications when a determination is made that the household refuses to cooperate?  [7 CFR 253.7(a)(4); FNS Handbook 501, Section 3620]

*6.  If the ITO/SA processes joint applications for Public Assistance (PA) and/or General Assistance (GA), what procedures does it follow?  [FNS Handbook 501, Section 3200]

* 7.  Are applications processed as follows?

	
	YES
	NO

	a.  Expedited cases:  Processed the same day or within one day of the date of the initial application (excluding weekends and holidays).  [7 CFR 253.7(a)(9); FNS Handbook 501, Section 3340]
	
	

	b.  Non-expedited initial certifications and recertifications:  Processed within the 7 calendar day (excluding weekends and holidays) processing standard.  [7 CFR 253.7(a)(7); FNS Handbook 501, Sections 3100 and 3300]
	
	

	c.  PA and GA applications:  Processed within the 7 calendar day (excluding weekends and holidays) processing standard. 

[7 CFR 253.7(g)(2); FNS Handbook 501, Sections 3310-3311]
	
	



If no to any above, explain.

*811.
What is the ITO’s/SA’s system for screening households in need of expedited service?  


[FNS Handbook 501, Section 3340-3341]  

	Policy:  To qualify for expedited service a household must report no income for the current month, or, based on the judgment of the ITO/SA, must be likely to be eligible and would otherwise suffer hardship.


*9.
Do the ITO’s/SA’s procedures for initial application and recertification interviews include the following requirements?  [7 CFR 253.7(a)(5); FNS Handbook 501, Section 3600] 

	
	YES
	NO

	a.  All households must be interviewed prior to certification.
	
	

	b.  The interview may take place in the FDPIR office, the applicant’s home, or by telephone, except a face-to-face interview is required if previous certification interview was conducted by telephone.
	
	

	c.  The individual interviewed may be the head of household, spouse, any responsible household member, or an authorized representative.
	
	

	d.  The household must be advised of its rights and responsibilities, including the change reporting requirements.
	
	

	e.  The interviewer must review the information on the application form, and explore and resolve unclear and incomplete information.
	
	

	f.  The interviewer must make every effort to protect the privacy of the household and maintain the confidentiality of household information collected in the interview.
	
	


The reviewer may observe a certification or recertification interview (with the expressed permission of the ITO/SA and client) to confirm the compliance of the ITO/SA with FNS policies and procedures. 
E.

Eligibility Determinations   

*1.
What procedures does ITO/SA follow if it cannot process an application within the 7 calendar day (excluding weekends and holidays) processing standard due to lack of verification?  [7 CFR 253.7(a)(8); and FNS Handbook 501, Section 3320 and 5101]  
	Policy:  If verification cannot be completed within the 7 calendar day processing standard (excluding weekends and holidays), the ITO/SA must certify the household for one month pending verification, but only if the application appears to contain all the necessary financial information (i.e., total household income and resources) and it appears that the household will, in all likelihood, be eligible for FDPIR.


*2.  What are the ITO’s/SA’s procedures for handling the resources and income of a disqualified household member?  [7 CFR 253.7(f)(2); FNS Handbook 501, Section 4730 and 4731]   

	Policy:  If a household member has been disqualified from participation in FDPIR, the ITO/SA must count all of the individual’s non-excluded resources and a pro-rata share of the income.


*3.
What is the ITO’s/SA’s process for handling recertifications?  Does the ITO/SA:


[7 CFR 253.7(d); FNS Handbook 501, Section 5300] 

	
	YES
	NO

	a.  Notify the household near the end of the household’s certification period?
	
	

	b.  Provide households applying for recertification 1 month prior to expiration with an opportunity to obtain USDA Foods on an uninterrupted basis?
	
	

	c.  Ensure that households do not receive USDA Foods after the expiration their certification period (except for households that request a fair hearing following a denial of further participation at recertification)?
	
	


F.
Household Overissuance Claims 

*1.
What are the conditions under which the ITO/SA would issue a claim against a household for over issued benefits?  [FNS Handbook 501, Section 5610-5620]

	Policy:  Any overissuance over $125 caused by the ITO/State agency or the household; except 

a.  when the household failed to sign the application, or

b.  the household continued to receive USDA Foods after the expiration of its certification period without benefit of a recertification.


*2.
What are the ITO’s/SA’s procedures for issuing claims against households? 


[FNS Handbook 501, Sections 5630-5642]

	Criteria for Issuing Claims

	a.  Claim is limited to over issuances occurring within 12 months of discovery of the error.

	b.  Claim is calculated in accordance with FNS Handbook 501, Sections 5640-5642.

	c.  Claims are initiated against the head of household at the time of the overissuance.  If that person cannot be located, the claim is issued to the remaining household members. 

	d.  Three demand letters must be sent in 30-day intervals.

	e.  After the first demand letter, the claim may be suspended under certain conditions.

	f.  Claim may be paid in cash or check, but cannot be paid in returned USDA Foods nor can the household refuse current or future monthly food allotments in payment of the claim. 

	g.  Households that fail to pay a claim are subject to a disqualification until the claim is paid.


*3.
What criteria does the ITO/SA use in suspending a claim? 


[FNS Handbook 501, Section 5660]

	Policy:   The overissuance was not due to misrepresentation of household circumstances by the household, and:

	a.  The household cannot be located; or

	b.  The household cannot pay the claim; or

	c.  The cost of collection would exceed the amount to be recovered. 


4.
What is the frequency of ITO/SA follow-up on suspended claims to determine if suspension is still warranted or if collection action should be resumed?  

*5.
Is the ITO/SA forwarding collected claim amounts to FNS in a timely manner based on documentation and accounts receivable for past year?
[FNS Handbook 501, Section 5653]  

	Policy:  Payments should be check or money order made payable to USDA-FNS-HQ, and mailed to P.O. Box 979027, St. Louis, Missouri 63197-900. 








YES

NO


If no, explain.

G.

Disqualifications  
FDPIR Intentional Program Violations (IPV)   [7 CFR 253.7(f)(1)(i); FNS Handbook 501, Section 5800]
	Policy:  An intentional program violation (IPV) is considered to have occurred when a household member knowingly and willingly:

	a. Makes a false or misleading statement, or misrepresents, conceals, or withholds facts regarding income, resources, household size, and/or participation in SNAP in order to obtain Food Distribution Program benefits which the household is not entitled to receive; or

	b. Commits any act that violates a Federal statute or regulation relating to the acquisition or use of USDA Foods.


*1.
What are the ITO’s/SA’s procedures for informing households of the disqualification penalties for IPVs?  [FNS Handbook 501, Section 5820]

	Policy:  Criteria for Notices

	1.  Notice must be in writing;

	2.  Households must be informed each time they apply for benefits, including recertifications; and

	3.  Notice must inform households that IPVs may be referred to authorities for prosecution.


*2.
What are the ITO’s/SA’s procedures for issuing a notice of disqualification? 


[FNS Handbook 501, Sections 5820 and 5830] 

	Policy:  Criteria for Issuing Notices

	1.  Issue the notice within 10 days of substantiating the IPV;

	2.  The notice must allow an advance notice period of at least 10 days;

	3.  The notice must conform to the requirements for the notice of adverse action, including information on the household’s right to request a fair hearing;

	4.  The notice must be provided even if the household member is not currently eligible or participating in FDPIR. 


*3.
Does the ITO/SA advise remaining household members if benefits will change or if the household will be ineligible as a result of the disqualification?  [FNS Handbook 501, Sections 5820 and 5850] 






YES

NO


If no, explain.

*4.
How does the ITO/SA track a disqualified individual to ensure that once a disqualification has been imposed, the individual remains ineligible for FDPIR for the entire penalty period?


[FNS Handbook 501, Section 5850]

	Policy:  IPV Disqualification Periods

	1.  12 months for first violation;

	2.  24 months for second violation; and

	3.   permanent for third violation


*5.
Does the ITO/SA establish household claims and pursue collection, as appropriate, on all substantiated IPVs?  [FNS Handbook 501, Section 5820]






YES

NO


If no, explain.
*6.
Does the ITO/SA refer for prosecution IPVs that meet prosecutor’s criteria?  [FNS Handbook 501, Sections 5820]

	Policy:  The ITO/SA is required to refer to the appropriate prosecutor all substantiated cases of IPV that meet the prosecutor’s criteria for acceptance for possible prosecution.







YES

NO


If no, explain.
7.
SNAP Intentional Program Violation (IPV)    [7 CFR 253.7(f)(1)(ii); FNS Handbook 501, Section 5740]

*a.
What procedures have the ITO/SA established to determine individuals disqualified from SNAP?  [7 CFR 253.7(f)(1)(ii)]

b.
How does the ITO/SA track individuals determined to be disqualified from SNAP for an IPV to ensure that the individuals remain ineligible for FDPIR for length of disqualification period?

c.
What procedures does the ITO/SA follow when it discovers that an applicant household contains an individual that has been disqualified under SNAP for an IPV?  

d.
What procedures does the ITO/SA follow when it discovers that a household member of a participating FDPIR household is subject to an ongoing IPV disqualification under SNAP? 

8.
Failure to Repay a FDPIR Overissuance Claim

[7 CFR 253.7(f)(1)(iii); FNS Handbook 501, Sections 5670 and 5710]

*a.
What are the ITO’s/SA’s procedures for disqualifying a household that failed to repay an overissuance claim?  [FNS Handbook 501, Sections 5670 and 5710]

	Policy:  Criteria for Disqualification

	1.  The claim is greater than $125, and

	2.  The overissuance was not caused by a SA/ITO administrative error, and

	3.  The household refused to pay the claim or failed to pay on an agreed upon payment schedule. 


*9.  If any disqualifications have been waived by the ITO/SA, what was the criterion used?


[FNS Handbook 501, Section 5670] 

	Policy:  A disqualification may be waived if it would create an undue hardship on the household.


*10.  If any disqualifications were waived, did the ITO/SA continue collection action on the claim or suspend the claim, as appropriate?  [FNS Handbook 501, Section 5660]

*11.  How does the ITO/SA handle the income and resources of disqualified household members and determine the benefit level of the remaining household members?  [7 CFR 253.7(f)(2); FNS Handbook 501, Section 4730] 

	Policy:  Household with Disqualified Members

a.  Income:  A pro rata share of the non-excludable income of the disqualified member is counted as income to the remaining household members.

b. Resources:  All of the non-excludable resources of the disqualified member are counted in determining the household’s total resources.

c. Benefits:  The disqualified member is not considered when determining household size for the purpose of determining benefit levels.


H.
Case File Review 

The reviewer will randomly select and review household case records to determine whether proper certification procedures are followed.  It is suggested that a minimum of 10 percent of all case files or 20 active case records, be reviewed.  At least 5 inactive, closed and/or denied case records should also be reviewed.   It would be beneficial to review case files that include an example of each of the following circumstances, if available: 

· expedited certification; 

· categorical eligibility;
· per capita distributions;
· zero income; 

· self-employed income;

· student income;

· over issuance claim; 

· substantiated IPV; and 
· disqualification of a household member.

The reviewer may choose to use either the Word file or Excel File (with a laptop) below to complete the case record review.  (Note:  The case records reviewed should correspond with household issuance records reviewed.)

[image: image4.emf]FDPIR ME Excel Case  File Review Instructions .doc
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I. 
Fair Hearing Procedures

*1. What are the SA/ITO’s procedures for notifying participants of their right to a fair hearing?  [7 CFR 253.7(h)(3); FNS Handbook 501, Section 5510]  

	Policy:  The ITO/SA must provide written notification at the time of application and at any time the household expresses disagreement with an ITO/SA action. 


 *2. Does the household notification contain the following?   [7 CFR 253.7(h)(3); FNS Handbook 501, Section 5510]:  

	
	YES
	NO

	a.  The household’s right to request a fair hearing?

	
	

	b.  The method by which a fair hearing may be requested?

	
	

	c.  That the household’s case may be presented by a household member or representative, such as legal counsel, a friend, a relative or other spokesperson?
	
	

	d.  If available, the name and contact information of an individual or organization that provides free legal representation?
	
	


3.  Does the ITO/SA provide a fair hearing request form to households?  [Optional-not a requirement]?  [FNS Handbook 501, Section 5521] 


If yes, does the form include:

	
	YES
	NO

	a.  A space for the household to indicate whether or not it is requesting continuation of benefits pending the fair hearing?
	
	

	b.  Notification to the household that if it requests continuation of benefits that it will be liable for the value of benefits issued while awaiting the fair hearing, if the hearing decision is not in its favor?
	
	


*4.
Does the written notice of time and place of the fair hearing issued contain the following:


[FNS Handbook 501, Section 5546]
	
	YES
	NO

	1.  Contact information of an individual to notify if the household in unable to attend the scheduled hearing?
	
	

	2.  Notification that the hearing will be dismissed if the household or its representative fails to appear without good cause?
	
	

	3.  The ITO’s/SA’s hearing procedures?
	
	

	4.   Notification that the household or its representative may examine the case file prior to the hearing?
	
	


5.  If a fair hearing decision has been upheld, terminated or disqualified, did the written decision notification include:

	
	YES
	NO

	1.  The reason(s) for the decision?
	
	

	2.  The date the termination or disqualification will take effect?
	
	

	3.  The household’s right to pursue judicial review/
	
	

	4.  If a disqualification: the duration of the disqualification and whether the disqualification of the household member will result in a change or termination of benefits for the remaining household members
	
	


*6.
What are the ITO’s/SA’s procedures for conducting agency conferences and offering households that are denied eligibility with an opportunity to request an agency conference?


[FNS Handbook 501, Section 5530]

*7.
Is there a designated fair hearing official?


[FNS Handbook 501, Section 5561]





YES

NO


If no, explain.

	The hearing official may be any of the following:
	YES
	NO

	a. An employee of the ITO/SA/LA.
	
	

	b. An individual under contract with the ITO/SA/LA.
	
	

	c. An employee of another public agency designated by the ITO/SA/LA to conduct hearings.
	
	

	d. A member or official of a statutory board or other legal entity designated by the ITO/SA/LA.
	
	

	e. An executive officer of a SA, a panel of officials of the ITO/SA/LA, or a person or person expressly appointed to conduct hearing or to review hearing decisions.
	
	


*8.
Does the designated hearing official meet the qualifications for impartiality, below?


[FNS Handbook 501, Sections 5560] 

	
	YES
	NO

	a.  Did the hearing official have any personal stake or involvement in the case? 
	
	

	b.  Was the hearing official directly involved in the initial determination of the action that was being contested?
	
	

	c.  Was the hearing official the immediate supervisor of the eligibility worker who took the action?
	
	



If yes to any above, explain.

9.
How many fair hearings were conducted in the review period?   ___________ 


If no fair hearings were conducted, the reviewer should skip to Question #10.


If fair hearings were conducted, the reviewer will review a minimum of 1 or 10 percent of the fair hearing cases, whichever is greater.

*a.
Were the fair hearings conducted and the households notified of the decision within 60 days of the ITO’s/SA’s receipt of the requests for a fair hearing?  [FNS Handbook 501, Section 5540]









YES

NO

If no, explain.

*b.
Were households notified in writing of the time, date and place of the fair hearing at least 15 days prior to the hearings?  [FNS Handbook 501, Section 5546]







YES

NO

If no, explain.

*c.
Did the ITO/SA issue a notice to the households, within 10 days of the date the fair hearing decisions were issued, advising them of the decisions?  [FNS Handbook 501, Section 5582]







YES

NO

If no, explain.


If yes, and the decisions upheld a termination or disqualification, did the notices include:

	
	YES
	NO

	1.  The reason(s) for the decision?
	
	

	2.  The date the termination or disqualification will take effect?
	
	

	3.  The household’s right to pursue judicial review?
	
	

	4.  If a disqualification: the duration of the disqualification and whether the disqualification of the household member will result in a change or termination of benefits for the remaining household members?
	
	


10.
[Optional-not a requirement]  Does the ITO/SA have a tracking system for ensuring that the required time frames for issuing notices, conducting the fair hearing, and advising the household of the fair hearing decision are met?








YES

NO   



If yes, describe the system:

*11.  Does the ITO/SA publish its fair hearing procedures and make them available to any interested party?   [FNS Handbook 501, Section 5500]




  


YES

NO  



If no, explain.
VII.

CUSTOMER SERVICE CHECKLIST

The reviewer should complete the following check list for customer service.
	
	
	

	A.  Facilities
	YES
	NO

	1.  Is the office, warehouse, and/or tailgate site(s) conveniently located and easy to find, with appropriate signs clearly identifying the program sites; is ample parking available near each facility?
	
	

	2.  Is the physical environment at the office and warehouse neat, orderly, attractive, safe and free of hazards for children?  
	
	

	3.  Is the office maintained at a comfortable temperature?  
	
	

	4.  Is lighting adequate to complete the necessary paperwork?  
	
	

	5.  Is seating adequate to accommodate all participants waiting for services?  
	
	

	6.  Is adequate access to the office provided for disabled participants?  
	
	

	7.  Is a clear path, free of obstacles, maintained for the use of wheeled carts or other vehicles to transport food from the warehouse to the parking lot?  
	
	

	8.  Is sufficient shelter from inclement weather provided at tailgate sites?  
	
	

	9.  Is a place available to post public notices of an informational, educational and/or promotional nature?  
	
	

	10.  Is space available for nutrition education activities?  
	
	

	11.  In the reviewer’s opinion, do the facilities meet the needs of the participants?
	
	

	Comments:



	B.  Operational Procedures
	YES
	NO

	1.  Are hours of operation convenient for participants?  
	
	

	2.  Are office telephone numbers adequately publicized?  
	
	

	3.  Are certification interviews arranged at the convenience of the participant, to the maximum extent possible?  
	
	

	4.  Do participants wait less than 15 minutes if their appointment is delayed?  
	
	

	5.  Are food packages assembled efficiently, to minimize waiting time?  
	
	

	6.  Are bags or boxes provided to facilitate the transportation of USDA Foods from the warehouse to the car?  
	
	

	7.  Is assistance provided by staff or volunteers to assist participants who are unable to carry their USDA Foods from the distribution center to the car?  
	
	

	8.  Are "no show" participants (i.e., those who fail to keep their appointments to pick up USDA Foods) contacted, via mail, telephone call, home visit, etc.?
	
	

	9.  Is home delivery of USDA Foods provided for those senior citizens and disabled persons who are unable to pick up their USDA Foods at the distribution site?  
	
	

	10.  Are special needs of others, such as blind, hearing-impaired, or handicapped participants, considered?  
	
	

	11.  Are tailgate schedules arranged to provide adequate service to all households receiving their USDA Foods at these sites?   Are tailgate schedules of times and hours posted at all FDPIR sites and indicated in all communications with participants?
	
	

	12.  Is the number of tailgate sites sufficient to provide convenient services to all potential participants in remote areas?  
	
	

	13.  Is oversight of customer service conducted periodically at all distribution sites (including tailgate operations), and are corrective actions undertaken to ensure adequate service to participants? 
	
	

	14.  In the reviewer’s opinion, do the operational procedures meet the needs of all participants?  
	
	

	Comments:



	C.  Staff
	YES
	NO

	1.  Is an employee with the ability to speak the Tribe's indigenous language available at all times?  
	
	

	2.  Are program employees available at established hours to answer questions about the program?  
	
	

	3.  Is the number of program employees available adequate to serve participants in a timely manner?  
	
	

	4.  Do employees treat all participants with courtesy and respect?  
	
	

	5.  Do employees dress and behave in a professional manner, and demonstrate a concern for participants' problems?  
	
	

	6.  Do program employees receive adequate training on customer service issues, including: 
	a.  How to answer questions in a professional manner?  
	
	

	
	b.  How to handle complaints?
	
	

	
	c.  How to deal with difficult persons in an effective manner?
	
	

	
	
	
	

	
	
	
	

	
	d.  What instructions and guidance do employees receive about facilitating access to the Program through scheduling interviews for certification, and appointments for pick up of USDA Foods when participants express a hardship in reporting to the FDPIR site?


	
	

	7.  Are employees encouraged to make suggestions for improvements in the program? 
	
	

	8.  Do periodic staff meetings and other forms of communication provide opportunities for input and discussion?
	
	

	9.  Is a suggestion box set up for employee input?  
	
	

	10.  In the reviewer’s opinion, do staff meet the needs of participants?
	
	

	Comments:



	D.  Communications
	YES
	NO

	1.  Is information presented accurately and in a manner that is easily understood by the participants?
	
	

	2.  Is information presented in the Tribe's indigenous language, when appropriate?  
	
	

	3.  Can participants place orders via telephone?
	
	

	4.  Can they place advance orders?  
	
	

	5.  Is information on commodity use and future availability of USDA Foods disseminated as appropriate with commodity distributions?
	
	

	6.  Are participants kept abreast of upcoming events and activities, such as commodity cook-offs, cooking demonstrations, nutrition education presentations, etc., and are involved in these activities as much as possible?
	
	

	7.  Are telephone inquiries responded to promptly, and in a courteous manner?  
	
	

	8.  In the reviewer’s opinion, is the communication ensuring the needs of participants are being met?
	
	

	Comments:



	E.  Participant Input
	YES
	NO

	1.  Is a suggestion box set up at all distribution sites to allow participants to submit suggestions for program improvements?
	
	

	A. What method is used for tailgate sites?  

	
	

	3.  Is program input also sought through other means, such as focus groups, advisory committees, and home visits?
	
	

	4.  Are commodity preferences and recommendations of participants solicited by means of questionnaires, as well as by keeping a record of telephone complaints, and oral and written suggestions?
	
	

	5.  In the reviewer’s opinion, is every effort made to obtain participants’ input?  
	
	

	Comments:



	F.  Program Interchanges and Coordination
	YES
	NO

	1. Are employees of other programs made aware of the benefits of FDPIR, and are they encouraged to convey this information to participants of their program? 
2. Are literature, posters, other information are provided for this purpose?
	
	

	2.  Are Tribal and intertribal workshops conducted periodically to exchange information on various programs?  
	
	

	3.  Are other services such as inoculations, WIC applications, etc., offered in 

conjunction with FDPIR distributions?
	
	

	4.  How is staff trained to make referrals to other Programs offered at or near the FDPIR site? Are other Program sites also provided with eligibility information for FDPIR?
	
	

	5.  In the reviewer’s opinion, do the coordination efforts meet the needs of the participants?
	
	

	Comments:



	Additional Comments:




VIII.  
TRAINING

A.
ITO/SA Training 

*1.
Does the ITO/SA have a program in place to provide continuous training (as needed) to the following staff:  [7 CFR 253.5(f); FNS Handbook 501, Section 1230]

	
	YES
	NO

	a.  Certification workers?
	
	

	b.  Those responsible for ordering, storing and distributing USDA Foods?
	
	

	c.  Fair hearing officers?
	
	

	d.  Field supervisors who review local sites?
	
	

	e.  Personnel involved in outreach activities?
	
	

	f.  Other individuals involved in prescreening activities?
	
	

	g.  Volunteers?
	
	


*2.
Does the training cover the following areas (as appropriate):


[7 CFR 253.5(f); FNS Handbook 501, Section 1230]

	
	YES
	NO

	a.  Eligibility criteria?
	
	

	b.  Certification policies and procedures ? 
	
	

	c.  Commodity ordering?
	
	

	d.  The receiving, storing, handling and use of donated foods?  
	
	

	e.  Household rights and responsibilities? 
	
	

	f.  Other job-related responsibilities?  
	
	


*3.
Does the ITO/SA periodically review and revise training materials to correct program deficiencies and assure material is appropriate?  [7 CFR 253.5(f)(1); FNS Handbook 501, Section 1231]






YES

NO


If no, explain.
B.   
Civil Rights Training
*1.  Does the ITO/SA provide civil rights training to staff that interact with program applicants or participants and their supervisors?  [FNS Handbook 501, Section 1203 FNS Instruction 1134]






YES

NO
a. Determine from the training documents and list of FDPIR employees if there are any ITO/SA staff that have not had civil rights training in the last 12 months.  If so, what plans are there to train staff?

*2.
State Administered Programs:  Is civil rights training conducted for LA staff?  [FNS Ins. 113-1, Section XI FNS Handbook 501, Section 1230]





YES

NO


If no, explain.
IX.
INFORMATION DISSEMINATION

A.
Policy Dissemination
*1.
Does the ITO/SA make the following information available to staff:


[FNS Handbook 501, Section 1300; 7 CFR 250.24(b)]  

	
	YES
	NO

	a.  Current program regulations (7 CFR Part 250, Part 253, Part 254); FNS instructions; and policy memoranda)?  
	
	

	b.  Summaries of commodity specifications upon request and commodity fact sheets?  
	
	

	c.  Results of any test evaluations or surveys?  
	
	

	d.  Recipes? 
	
	

	e.  Nutrition education materials?  
	
	

	f.  Written procedures on program operations, including ordering USDA Foods, handling damaged product, and submitting complaints? 
	
	



If no to any above, explain.
*2.  Does the ITO/SA maintain and make the following information available for examination by members of the public during regular business hours: Current program regulations (7 CFR Part 250, Part 253, Part 254); FNS instructions; 501 Handbook and policy; Plan of Operations; instructions; memoranda)?

B.
Referrals
*1.
Does the ITO/SA have a system in place to ensure that applicants are referred to other assistance programs?  [7 CFR 253.5(e); FNS Handbook 501, Section 1301]





YES

NO   


If yes, what programs?    

*2.
Is information available to the ITO/SA regarding the general eligibility criteria of other programs on the reservation?  [7 CFR 253.5(e); FNS Handbook 501, Section 1281]





YES

NO


If no, explain.
C.
Outreach
The reviewer should obtain and examine copies of ITO/SA outreach materials.  Resources can include newspapers, newsletters, radio/TV, posters, etc.

*1.
Is there an effective public notification system (e.g., brochures, bulletins, leaflets, letters, newspapers, etc.) to inform potentially eligible persons, particularly minorities, of the following
[FNS Handbook 501, Sections 1265c, 1280 and 1300]:  
	
	YES
	NO

	a.  Availability of FDPIR?
	
	

	b.  Right to same-day filing of an application?  
	
	

	c. General eligibility criteria?  
	
	

	d.  Program benefits?  
	
	

	e.  Household rights, including right to fair hearing?
	
	

	f.  The required civil rights nondiscrimination statement? 
	
	

	g.  Civil rights complaint handling procedures? 
	
	



If no to any above, explain.
*2.
Are outreach materials shared with other agencies including SNAP offices, distribution sites and tailgates, PA and GA offices, social security and unemployment offices?  
[FNS Handbook 501, Section 1300]






YES

NO 


If no, explain. 

D.
Nutrition Education
	Policy:  Nutrition education can be accomplished by conducting cooking demonstrations, distributing recipes, holding food tastings, distributing information on good nutrition habits, etc.


*1.
What type(s) of nutrition education does the ITO/SA provide to program recipients?


[7 CFR 253.5(g); FNS Handbook 501, Sections 1400-1420]

*2.
Do these education efforts/activities agree with the Plan of Operation and/or approved budget?  






YES

NO



If no, explain.
*3.
Does the ITO/SA coordinate or conduct nutrition education activities that encourage cooperation from appropriate organizations and volunteers to promote better use of USDA Foods?  [7 CFR 253.5(g); FNS Handbook 501, Section 1420]






YES

NO   

If yes, identify the organizations:
*4.
Is nutrition education provided in the following areas:

	
	YES
	NO

	a.  Diabetes?
	
	

	b.  High blood pressure? 
	
	

	c.  Obesity?
	
	

	d.  Commodity storage?
	
	

	e.  Commodity usage? 
	
	

	*f.   Physical activity?
	
	

	*g.  Food safety?
	
	

	h.  Other (list below)?


	
	


*5.  How does the ITO/SA account for the use of USDA Foods for nutrition education purposes?

*6.
What nutrition education materials (e.g., pamphlets, fliers, recipes, posters, audiovisuals, etc.) are displayed and/or disseminated at distribution sites?  

*7.
Are materials available * such as My Pyramid and the 2005 Dietary Guidelines  for nutrition education activities?






YES

NO  



If no, explain.
E.
Food Alert System
1. What are the procedures followed in the event of a food alert or food recall? 

2. Who is the Food Safety Coordinator and an alternate?

*a.
Has the ITO/SA provided the names, titles, email addresses, fax and phone numbers (for contact during and after normal work hours) to the FNSRO?







YES

NO



If no, explain.

*b.
Does the ITO/SA inform the FNSRO of any changes to this information?     






YES     
NO


If no, explain.

*3.
State Administered Programs:  Has the LA assigned a Food Safety Coordinator and an alternate, and provided the names, titles, email addresses, fax and phone numbers (for contact during and after normal work hours) to the SA?






YES

NO


If no, explain.
X.
COMMODITY DISTRIBUTION PROCEDURES/COMPLAINTS

A.
Commodity Ordering
*1.
Describe the ITO’s/SA’s system for estimating food needs.  Does the ITO/SA have a system for estimating food needs by consideration of the factors delineated in FNS Handbook 501 Section 6110?  [FNS Handbook 501, Section 6110]
*2.
Are orders submitted * into ECOS in a timely manner?  [FNS Handbook 501, Sections 6121 and 6130]
*3.
Are lists of USDA Foods offered through the program displayed at distribution sites?  


[7 CFR 253.10(c)(17)]    





YES

NO

If no, explain.
B.
Commodity Delivery
The reviewer should review FNS Instruction 709-5, Shipment and Receipt of Foods. 
*1.
What are the established procedures for the receipt of shipments (i.e., bills of lading, consignee receipts, Form FNS-57, “Report of Shipment Received, Over, Short and/or Damaged”)?  [FNS Handbook 510, Section 6200]
*2.
Are consignee receipts for complete shipments, copies of Form FNS-57, and any other shipping documents maintained by the agency for 3 years or longer if needed?  [7 CFR 250.16(a) and (b)]






YES

NO
If no, explain.
*3.
State Administered Programs:  How does the SA solicit LA delivery needs and accommodate these needs where practical?  [7 CFR 250.13(a)(6); FNS Handbook 501, Section 6220]

C.        Commodity Distributions – General 

*1.
Does the issuance worker check the certification period prior to issuing to the household?


[FNS Handbook 501, Sections 8140, 8230, and 8340]





YES

NO
If no, explain.
*2.
What are the procedures used to distribute USDA Foods?  Are households:


[FNS Handbook 501, Sections 8140, 8230 and 8340; 7 CFR 253.10(c)(11) and (14)]








	
	YES
	NO

	a.  Given a choice of products available?
	
	

	b.  Provided USDA Foods in accordance with the guide rate?
	
	

	c.  Advised of their right to refusal? 
	
	

	d.  Required to sign and date the issuance card/record? 
	
	



If no to any above, explain.
*3.
Does the ITO/SA display posters advising program participants to accept only quantities of USDA Foods that they can consume?  [7 CFR 253.10(c)(15)]






YES

NO
If no, explain.
D.
Warehouse Distribution, Tailgate Operations and Home Delivery

*1.
Does the ITO/SA deliver USDA Foods to the elderly and/or homebound?  


[FNS Handbook 501, Section 8400]





YES

NO

If no, explain.

*2.
Does the ITO/SA have a tailgate operation?  [FNS Handbook 501, Section 8300]






YES

NO

If no, skip to Question #4.

a.
If yes, do the tailgate sites agree with those listed in the Plan of Operation?






YES

NO

If no, explain.

b.
In the reviewer’s assessment, does the number of households served at each tailgate site warrant the need for tailgating?  [FNS Handbook 501, Section 8310; 7 CFR 253.10(c)(10)]






YES

NO


If no, could alternative methods be used (e.g., home delivery, authorized representative, etc.)?

c.
Describe any problems observed or reported in the tailgate operation system in the last 12 months.

*3.
How does the ITO/SA notify program participants of the location of distribution sites and days and hours of distribution for:  [7 CFR 253.10(c)(7)]


a.
Warehouse/store?


b.
Tailgate sites?


c.
Home delivery, if applicable?

*4.
How are households made aware of any changes to distribution schedules for:  [7 CFR 253.10(c)(7)]


a.
Warehouse/store?


b.
Tailgate sites?


c.
Home delivery, if applicable?

E.   
USDA Foods Complaints
1.
Describe the ITO’s/SA’s procedures for handling commodity complaints (i.e., USDA Foods complaint hotline, ECOS).  [FNS Handbook 501, Section 6216]
2.
State Administered Programs:  How does the SA inform LAs of actions and results of USDA Foods complaints?
XI.
MONITORING AND REVIEWS
A.
ITO/SA Assessment
*1.
Does the ITO/SA have an established review system to assess the effectiveness of its food distribution program?  [7 CFR 253.5(i)(1); FNS Handbook 501, Section 1240]






YES

NO


If yes, does the annual review cover the following review areas:


[7 CFR 253.5(i)(2); FNS Handbook 501, Section 1241]

	
	YES
	NO

	a.  Certification of households?
	
	

	b.  Determination of food preferences?
	
	

	c.  Distribution of USDA Foods?
	
	

	d.  Fair hearing procedures?
	
	

	e.  Warehousing and inventories?
	
	

	f.  Timeliness and accuracy of reports to FNS?
	
	

	g.  Compliance with Title VI of the Civil Rights Act of 1994 and other legislation?
	
	



If no to any above, explain.
*2.  Is the review report and corrective action on file and made available to the reviewer?


[7 CFR 253.5(i)(3); FNS Handbook 501, Section 1241]







YES

NO


If no, explain.
*3.
Does the review report identify specific deficiencies?







YES

NO


If yes, was a corrective action plan developed to address those deficiencies?


[7 CFR 253.5(i)(1); FNS Handbook 501, Section 1240]







YES

NO


If no, explain.
*4.
Does the ITO/SA conduct an annual onsite review of its storage facility(ies)? 


[7 CFR 250.14(c); FNS Handbook 501, Section 1241]






YES

NO
If no, explain.
XII.
CIVIL RIGHTS (See Section VIII, above, for Civil Rights Training)
The reviewer should confer with Civil Rights staff and determine if there are any Civil Rights issues or complaints.
A.

Compliance
*1.
Is the ITO/SA aware of the eight classes protected under FDPIR?


[7 CFR 253.5(a)(2)(iv); FNS Handbook 501, Section 1250]

	Under FDPIR, the protected classes are 1) sex; 2) race; 3) color; 4) age; 5) disability; 6) national origin; 7) religious creed; and 8) political beliefs.






YES

NO
*2.
Has the ITO/SA developed appropriate estimates to determine the need for bilingual staff and materials?  [7 CFR 253.5(d); FNS Handbook 501, Section 1310]
	Bilingual outreach and certification materials, and staff or interpreters are required whenever an estimated 100 or more of low-income households, or the majority of low-income households on the reservation speak the same non-English language (a single language minority)







YES

NO

N/A


If no, explain.
*3.
Are bilingual staff, outreach and certification materials provided as appropriate?   


[7 CFR 253.5(d); FNS Handbook 501, Section 1310]





YES  

NO

N/A
If no, explain.
*4.
Does the ITO/SA publicize the procedures for handling civil rights complaints? 

[FNS Handbook 501, Section 1265, FNS Instruction 113-1]







YES 

NO
If no, explain.
*5.
Does the ITO/SA display the nondiscrimination poster in all FDPIR offices and areas serving applicants, participants, and potentially-eligible persons?  [FNS Handbook 501, Section 1265, FNS Inst 113-1]







YES 

NO

If yes, where is the poster displayed?

If no, explain.
*6.
Is the authorized nondiscrimination/civil rights complaint procedures statement on all program materials distributed to the public?  [FNS Instruction 113-1, Section IX, Public Notification] 






YES

NO  
If no, explain.
*7.
How does the ITO/SA respond to requests from participants and other low-income households for information on nondiscrimination status and policies, complaint procedures, and the rights of participants?  [FNS Handbook 501, Section 1265]
	Policy:  This information must be provided within ten working days of the date for request 


*8.
Describe the public notification system that informs applicants, participants, and potentially eligible persons about program availability, program rights and responsibilities, the policy of nondiscrimination, and the procedure for filing a complaint.  [FNS Instruction 113-1, Section IX, Public Notification; FNS Handbook 501, Section 1280] 

*9.
Has the ITO/SA identified any barriers to participation by persons with disabilities?  [FNS Instruction 113-1] 







YES

NO  

If yes, what is the ITO/SA doing to overcome the barrier(s) or provide reasonable accommodations?  If no, explain.

*10.  State Administered Programs:  Does the SA monitor the LA’s compliance with USDA nondiscrimination regulations and FNS Instruction 113-1, to ensure that in the operation of the program no person is discriminated against because of sex, race, color, age, disability national origin, religious creed, or political beliefs?






YES

NO  

If no, explain.
*11.  State Administered Programs:  Does the State agency conduct a civil rights review of the LA as part of its ongoing management evaluation process?  [FNS Instruction 113-1, Appendix C, Section E, Compliance Reviews] 







YES  

NO  

If no, explain.

*12.  State Administered Programs:  What is the review format for LA civil rights reviews? 


[FNS Instruction 113-1, Section XIII, Compliance Reviews]


How are findings of noncompliance handled?

B.

 Complaints
*1.
What are the ITO’s/SA’s procedures for handling complaints, including verbal complaints, alleging discrimination?  [7 CFR 253.5(j); FNS Handbook 501, Section 1260-1265] 

*2.
Have any complaints been filed with the ITO/SA/LA in the past 12 months?  







YES  

NO

If yes, the reviewer should review the documentation associated with the complaint(s) to answer Question #3 below.

*3.
Are complaints alleging discrimination promptly forwarded to FNS? 

[FNS Instruction 113-1, Section XV, Complaints of Discrimination]





YES

NO  
If no, explain.
4.
Does the ITO/SA conduct any trend analysis on civil rights complaints?  







YES

NO  
5.
Is staff aware that households may file civil rights complaints directly with the Secretary of Agriculture?  







YES  

NO
C.
Data Collection and Retention  
ITOs and SAs are required to submit the FNS-101, Participation in Food Programs by Race, to FNSROs by September 15 each year.  This report identifies household data by racial/ethnic group for the month of July. 
*1.
What is the ITO’s/SA’s system for collecting racial/ethnic data on recipients for annual completion and submission of the FNS-101?  [FNS Instruction 113-1, Appendix C, Section D, Data Collection and Reporting]
*2.
Are the FNS-101 reports submitted timely to the FNSRO?  


[FNS Handbook 501, Sections 1520(b) and 1530(b)]





YES

NO

If no, explain.
3.
Does the ITO/SA use the FNS-101 data to measure program effectiveness in reaching potentially eligible persons?






YES 

NO 
       If yes, how is this done?  If no, explain.

1
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FDPIR


Inventory Spot Check Process Utilizing the Automated Inventory System (AIS)


Instructions

To reconcile a daily or monthly inventory using the FDPIR AIS:


1. Before any issuance begins for the day, print a FNS-152 inventory report for the current month to ensure the book and physical inventories match from the previous day for each commodity to be checked.  Label this report “Beginning".


2. After issuance ceases, print the same report another FNS-152 inventory report.  Label this report “Ending”.


3. After printed the “Ending” FNS-152 inventory report, print a Daily Issuance       Summary.


4. Conduct a physical inventory of several items and annotate physical inventory on the “Ending” FNS-152.


5. Compare the “Ending” FNS-152 inventory reports with the Daily Issuance Summary to identify any discrepancies.  The reviewer may use the excel file:  Inventory Spot Check to document this process.


6. Documents to assist in locating discrepancies are:  consignee receipts, issuance invoices for households, AIS Daily Issuance Summary, AIS Inventory Transaction List and damage log.  The reviewer will need to locate the cause of inventory discrepancies and reconcile the inventory in  AIS accordingly.


*Verify amount received against consignee receipts and/or other shipping documents.


08/05


Comments:
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FDPIR Case Review Summary

		

		Management Evaluation

		FDPIR Certification Case File Review		Total Number of						Households

		Summary		Yes		No		N/A		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]								0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		a.  The completed application form?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		b.  A completed eligibility worksheet?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		(1)  Was the worksheet signed by the certifier?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		(2)  Does the worksheet indicate the final disposition of the case?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		c.   A self-employment worksheet, as appropriate?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		e.  A notice of expiration of certification, as appropriate?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		f.  A completed change report form, as appropriate?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Resources and Income

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied? [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct? [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-5127]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		2. Are proxies properly documented in the participant file? [FNS Handbook 501, Section 3434, 3435]		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		FDPIR Certification Case File Review		As of:		3/31/09
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HH1

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #1		As of:		3/31/09
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HH2

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #2		As of:		3/31/09
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HH3

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #3		As of:		3/31/09



&LHH3&R&D

&R&P



HH4

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #4		As of:		3/31/09
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HH5

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #5		As of:		3/31/09
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HH6

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #6		As of:		3/31/09
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HH7

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #7		As of:		3/31/09
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HH8

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #8		As of:		3/31/09
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HH9

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #9		As of:		3/31/09
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HH10

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #10		As of:		3/31/09
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HH11

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #11		As of:		3/31/09
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HH12

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #12		As of:		3/31/09
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HH13

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #13		As of:		3/31/09
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HH14

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #14		As of:		3/31/09
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HH15

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #15		As of:		3/31/09
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HH16

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #16		As of:		3/31/09
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HH17

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #17		As of:		3/31/09
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HH18

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #18		As of:		3/31/09



&LHH18&R&D



HH19

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #19		As of:		3/31/09
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HH20

		Management Evaluation		0

		FDPIR Certification Case File Review

		HOUSEHOLD NAME

						Comments

		HOUSEHOLD SIZE

		CERTIFICATION/TAILGATE SITE

		Case File Documentation

		1. Does the case file contain: [FNS Handbook 501, Section 3539]

		a.  The completed application form?

		1.   Is application signed and dated?  [7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		b.  A completed eligibility worksheet?

		(1)  Was the worksheet signed by the certifier?

		(2)  Does the worksheet indicate the final disposition of the case?

		c.   A self-employment worksheet, as appropriate?

		d. A notice of eligibility, notice of denial, and notice of adverse action, as appropriate?

		e.  A notice of expiration of certification, as appropriate?

		f.  A completed change report form, as appropriate?

		Application Processing

		1.  Was residency verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		2.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified?  [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		3.  Was a check for dual participation conducted and documented? [7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		4.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		Resources and Income

		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6. If earned income was reported, were wage statements for a full month obtained? [FNS Handbook 501, Section 3530]

		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		12.  Was student income properly determined? [FNS Handbook 501, Sections 4710-4713]

		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		Eligibility Determination and Certification Period Assignment

		1.  Is the household composition correct?  [7 CFR 253.6(a); FNS Handbook 501, Sections 3400-3416 and 4220]

		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		3. If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		4. Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		Reporting Household Changes and Overissuance Claims

		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, Sections 5110-5127]

		2.  Did the ITO/State agency properly file a claim on an overissuance that resulted from a household failing to report a change? [FNS Handbook 501, Section 5153]

		Fair Hearings

		1.  Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		IPVs and Disqualifications

		1.  Does the casefile of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV?

		Recertifications

		1.  If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? [7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		Issuance

		1.  Is the issuance receipt card or sheet signed by the household? [FNS Handbook 501, Sections 8140, 8240, and 8380]

		2.  Does the case file document if the household has designated representatives to make application for the household and pick-up food and sign receipt [FNS Handbook 501, Section 3434, 3435]

		FDPIR Certification Case File Review/HH #20		As of:		3/31/09
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FDPIR Certification Case File Review


Complete the following worksheet by answering YES, NO, or N/A for each question

for each household case file reviewed.  You may wish to make several copies of the form.


		PRIVATE 
HOUSEHOLD NAME

		

		

		

		

		



		HOUSEHOLD SIZE

		

		

		

		

		



		CERTIFICATION/TAILGATE SITE

		

		

		

		

		



		Case File Documentation



		Does the case file contain: 


[FNS Handbook 501, Section 3539]

		

		

		

		

		



		a. The completed application form?

		

		

		

		

		



		b. A completed eligibility worksheet?

		

		

		

		

		



		(1)  Does the worksheet indicate the final disposition of the case?

		

		

		

		

		



		(2)  Was the worksheet signed by the certifier?

		

		

		

		

		



		c. As appropriate, a self-employment worksheet?  

		

		

		

		

		



		d. As appropriate, notice of eligibility, notice of denial, and notice of adverse action?

		

		

		

		

		



		e. As appropriate, notice of expiration of certification?  

		

		

		

		

		



		f. As appropriate, a completed change report form?

		

		

		

		

		



		g. Inter-agency notice of certification?

		

		

		

		

		



		Comments:






		Application Processing 



		1. Is application signed and dated?  


[7 CFR 253.7(a)(3); FNS Handbook 501, Section 3131]

		

		

		

		

		



		2.  Was residency verified? 


[7 CFR 253.6(b)(1); FNS Handbook 501, Sections 3512, 4210 and 4212]

		

		

		

		

		



		3.  If the household resides in an approved near area or approved service area in Oklahoma, was the tribal membership of at least one household member verified? [7 CFR 253.6(b)(1); FNS Handbook 501, Sections 4210 and 4212]

		

		

		

		

		



		4.  Was a check for dual participation conducted? 


[7 CFR 253.7 (e); FNS Handbook 501, Section 5400]

		

		

		

		

		



		5.  Was the recipient informed of his rights/responsibilities, including reporting requirements? [FNS Handbook 501, Section 3600]

		

		

		

		

		



		Comments:








		Resources and Income



		1.  Are the household's resources within the appropriate resource limit (i.e., $3000 for elderly households of two or more persons; $1750 for non-elderly and all one-person households)? [7 CFR 253.6(d); FNS Handbook 501, Sections 3520, 3539 and 4400-4434]

		

		

		

		

		



		2. If the household was certified for one month pending verification of income, did the ITO/State agency complete the verification of income prior to issuing benefits in any subsequent month? [7 CFR 253.7(a)(8); FNS Handbook 501, Sections 3320 and 5101]

		

		

		

		

		



		3.  Was all non-excluded gross income verified and documented in the case file? [7 CFR 253.6(e) and 253.7(a)(6); FNS Handbook 501, Sections 3500-3537, 3539, and 4500-4530]

		

		

		

		

		



		4.  If the household claimed zero income, was proper documentation obtained (e.g., zero income form used)? [FNS Handbook 501, Section 3530 and 3539]

		

		

		

		

		



		5.  Was the income and resources of disqualified household members properly counted in the eligibility determination? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		

		

		

		

		



		6. If earned income was reported, were wage statements for a full month obtained? 


[FNS Handbook 501, Section 3530]

		

		

		

		

		



		7.  Was fluctuating income properly calculated? [7 CFR 253.7(b)(1); FNS Handbook 501, Section 4614 and 4622]

		

		

		

		

		



		8.  Was gross self-employment income and the costs of producing self-employment income properly determined? [7 CFR 253.7(b)(1)(iii); FNS Handbook 501, Sections 4720-4727]

		

		

		

		

		



		9.  Was the correct conversion factor used (i.e., 4.3 weekly and 2.15 bi-weekly) [FNS Handbook 501, Section 4621]

		

		

		

		

		



		10.  Was the 20 percent earned income deduction properly applied?  [7 CFR 253.7(b)(1)(iv); FNS Handbook 501, Sections 4551, 4640 and 4727]

		

		

		

		

		



		11.  Was unearned income determined properly? [7 CFR 253.6(e)(2)(ii); FNS Handbook 501, Sections 3530-3537 and 4530]

		

		

		

		

		



		12.  Was student income properly determined?

[FNS Handbook 501, Sections 4710-4713]

		

		

		

		

		



		13. Were dependent care, child support, and Medicare Part B Medical Insurance Premium deductions properly applied?  [7 CFR 253.6(f); FNS Handbook 501, Sections 3538 and 4630-4634]

		

		

		

		

		



		14.  Was the net income calculated correctly? [7 CFR 253.7(b); FNS Handbook 501, Sections 4640 and 4727]

		

		

		

		

		



		Comments:






		Eligibility Determination and Certification Period Assignment



		1.  Is the household composition correct?  [7 CFR 253.6(a); 

FNS Handbook 501, Sections 3400-3416 and 4220]

		

		

		

		

		



		2.  Was the eligibility determination correct (i.e., household’s net monthly income compared to the income eligibility standard for the appropriate household size)? [7 CFR 253.7(b)(1)(vi); FNS Handbook 501, Sections 4640 and 4727]

		

		

		

		

		



		3.
If eligible, was the household's assigned certification period reasonable (i.e., shorter periods for unstable households; longer periods for stable households)? [7 CFR 253.7(b)(2); FNS Handbook 501, Sections 5110-51127]

		

		

		

		

		



		4.
Was a written notice of eligibility or notice of denial provided to the household within the required timeframes (i.e., 1 working day for expedited service; 7 working days for non-expedited cases)? [FNS Handbook 501, Sections 5130 and 5211]

		

		

		

		

		



		5.  Was the household properly certified in accordance with the procedures for categorically eligible households (i.e., all household members are receiving TANF, SSI (except in “cash-out” States), and/or General Assistance)? [7 CFR 253.6(c); FNS Handbook 501, Section 4300-4330]

		

		

		

		

		



		6.  Was the household properly certified on an expedited basis? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		

		

		

		

		



		7.  If household was certified on an expedited basis, was verification completed prior to the issuance of benefits in any subsequent month? [7 CFR 253.7(a)(9); FNS Handbook 501, Sections 3330, 3509, and 5132]

		

		

		

		

		



		Comments:






		Reporting Household Changes and Over issuance Claims 



		1.  Did the ITO/State agency take prompt action on all reported household changes? [7 CFR 253.7(c); FNS Handbook 501, 

Sections 5110-51127]

		

		

		

		

		



		2.  Did the ITO/State agency properly file a claim on an over issuance that resulted from a household failing to report a change?


[FNS Handbook 501, Section 5153]

		

		

		

		

		



		Comments:






		Fair Hearings



		Was the fair hearing conducted and the household notified of the decision within 60 days of the request for the hearing? [FNS Handbook 501, Section 5500-5595]

		

		

		

		

		



		Comments:






		IPVs and Disqualifications



		Does the case file of a substantiated IPV contain clear and convincing evidence demonstrating that the household member committed one or more acts of IPV? 

		

		

		

		

		



		Comments:






		Recertifications



		If the household applied for recertification in the last month of its certification period, was the household provided the opportunity to receive benefits without interruption? 

[7 CFR 253.7(d); FNS Handbook 501, Section 5300]

		

		

		

		

		



		Comments:






		Issuance



		Is the issuance receipt card or sheet signed by the household? 

[FNS Handbook 501, Sections 8140, 8240, and 8380]

		

		

		

		

		



		Comments:
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Instructions/Guidance for Using FDPIR Certification Case File Review Workbook

NOTE:  FDPIR Certification Case File Review Workbook is in READ-ONLY format.  The workbook and each worksheet are write-protected.  The workbook file is a template.  When preparing for a FDPIR ME, rename the file, e.g., [ITO name] FDPIR ME Case Review.  To do this, go to File, Save As and rename the file.  The renamed document will then become part of the FDPIR ME’s working papers.

1) FDPIR Cert Case File Review in Excel format


2) Workbook consists of Summary Page and 20 linked spreadsheets documenting information on 20 households


3) To begin, start at Summary Page


4) In Summary Page, press Tab.  Cursor will automatically go to cell B2.  Enter name of ITO you are reviewing.


5) In spreadsheets (HH1 – HH20) Perform the following functions:


· Enter Household name from application


· Enter Household size (numeric value)


· Indicate Cert Site (MO – Main Office; TG – Tail Gate)


· In Comments section, enter location of Certification activity


· Answer questions with Y – Yes; N – No; or N/A – Not Applicable under topic headings (Answers will automatically transfer to Summary Page)

i. Case File Documentation


ii. Application Processing


iii. Resources and Income


iv. Eligibility Determination and Certification Period Assignment


v. Reporting Household Changes and Overissuance Claims

vi. Fair Hearings


vii. IPV’s and Disqualifications


viii. Recertifications


ix. Issuance


6) Print Summary Page 

7) Summary Page will indicate overall trends and identify potential areas of concern with ITO’s certification process 

8) Individual HH pages may also be printed

July 2005
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FDPIR

 Monthly/Annual Inventory Chart


		PRIVATE 
STORAGE FACILITY


SITE




		

		



		DATE OF LAST MONTHLY INVENTORY

		

		



		DATE LAST DEFICIENCIES WERE CITED

		

		



		SUMMARY OF FINDINGS

		

		



		CORRECTIVE ACTIONS TAKEN

		

		






