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P-2122B

P-2122  Sources of Verification for Eligibility Determination (Continued)

B. Sources of Verification by Eligibility Factor

The following are guidelines to help you verify eligibility factors. Document verification in the case
record by writing down the date, source, and any other relevant information or attach copies of
documents. If possible, make photocopies of permanent documents such as birth certificates, Social

Security Cards, etc.

1. Age and Identity

The birth certificate is the primary verification. If the client does not have a birth certificate available,
birth record data is usually available from any of these sources:

L. Birth certificate/record 10.
2. Baptismatl certificate/record 11.
3. Confirmation papers 12.
4, Military service papers

5. Immigration papers 13.
6. Naturalization papers ‘ 14.
7. Hospital birth certificate 15.
8. Adoption record 16.
9. Passport 17.

Marriage Heense
Driver's license
Liguor Control Board
Age Card

School records
Physician's records
Draft card

Military service record
Alien registration card

2. Living with Specified Relative (verified for Reach Up if doubtful)

Two elements are considered: (1) the degree of relationship, and (2) living with the specified
relative. The primary verification for relationship is the birth certificate. For school age children,
the basic verification to establish "living with the specified relative" are school records showing
address of the child and the relative responsible for the child. For pre-school children, use
verification from other sources based on the individual situations.

Marriage certificate
Court order record
Contact with school system

A e

Birth certificate/record 7. Reliable collateral
Adoption papers contact (public housing, authority, minister
Baptismal certificate/record neighbor, physician, ete.)
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P-2122 Source of Verification for Eligibility Determination

B. Source of Verification by Eligibility Factor (Continued)

3.

Real Estate

Verify property ownership with documents provided by the applicant/recipient or with town or
county records.

Any of the following documents may provide verification:

1. Deed

2. Sales agreement
3. Mortgage

4, Estate data

Articles of agreement
Real estate tax receipts
School tax receipts
Income tax return

e AN

Life Insurance

There are two basic types of life insurance policies which clients may own, term life insurance and
whole life insurance. All other kinds of life insurance policies {(Universal life, variable life, etc) are
variations of whole life.

Term insurance pays a benefit (face value) only if the insured person dies. Term insurance has a face
value but has no cash value.

Whole life insurance generates a cash value from an accumulation of dividends and interest, in
addition to the death benefit (face value). The policy owner may take a loan against the cash value of
the policy.

Whole life policies usually contain a table of estimated cash values. These tables should be used
only to estimate the potential cash value of the policy because they become inaccurate over time.

‘To determine the actual cash value of a policy, contact the insurance company using form 216L

(Life Insurance Information Release) and (Life Insurance Cover Letter) 216LL.

When a client denies ownership of insurance, and this is questionable, a check can be made through
local insurance agencies or brokers to establish the non-ownership of insurance. Evaluate which
insurance companies might be a potential carrier for the client, (i.e., use the present and formatter
insurance policies for auto, home, personal property. and policies held by other family members, to
furnish leads as to what brokers and companies to contact).
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P-2122 Source of Verification for Eligibility Determination

B. Source of Verification by Eligibility Factor (Continued)

5.

Savings, Cash, Investments, elc.

When the client has declared ownership of these resources, he will generally have documents in his
possession to establish ownership and value of the asset. If the client does not have these documents,
this information can be obtained from the custodian of the funds or the investment organization. (See
P-2122 D for list of banks.)

When the client denies ownership of these assets, and this is questionable based on some other
circumstantial evidence, the subject should be explored. Evaluate the client's past circumstances and
present living standards to determine the possibility of these assets. For example, did the client
recently move from his own home to an apartment? What happened to the home? Was it sold and
did the client put the profit into a savings account? Is it now rented? Did the client give the house
away to become eligible?

If the client is in a long-term care facility: you may want to have the client (or the person authorized
to handle the client's affairs) sign a DSW 201B "Information Release Authorization” to facilitate
obtaining required verification. Note, in the "Other" section of the "Case Record Contents" form, (1)
that the form has been signed and (2) the date.

If DSW 208s, Verification of Bank Accounts, ate sent to banks, include a postage-paid envelope for
the banks to use.

Ask the client where he/she cashes his/her check, what banks or institutions were used for past
transactions, or what source of financing was used for major purchases. Through a thorough and
well-directed interview, leads can be obtained for verification sources to establish ownership or non-
ownership of these resources.

Automobile Ownership

The "blue book" (N.A.D.A.) of car valuations can be used to establish the value of motor vehicles.
Another source is car dealers who can give an approximate valuation based on make, model, year and
condition of the vehicle.
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P-2122 Source of Verification for Eligibility Determination

B. Sources of Verification by Eligibility Factor (Continued)

7. Disposal of Property

This element of eligibility considers the type of property (real or personal), the valuation of property,
consideration received for the transfer of property, and time period of the transfer. Eligibility factors in
regard to provisions covering property disposal vary between programs.

In those situations, in which the client acknowledges that property was transferred, the client and the
transferee will generally have some type of documentation to provide the necessary verification.

Courthouse records can be cleared to check on the transfer of real property. The docket books are listed
by both grantor and grantee in the index so that real property transfers can be checked using either

party's name,

When the client advises that he has not transferred property within the time limits of the State
regulations, evaluate the client's circumstances, past and present, to determine if transfer might have
occurred.

Attorney's records
Real estate agency or broker
Motor vehicle registration

1. Property transfer tax return papers

2. Deed

3. Mortgage

4. Purchase and sales agreement for subject property
5. Court records

6.

7.

8.
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P-2122 Source of Verification for Eligibility Determination

B. Sources of Verification by Eligibility Factor

8. Earnings

The primary verification for declared earnings is the employee's pay record of wages received from
his employer (pay stubs, etc.}. When the client has declared earnings but does not have verification
available, this information can be obtained in writing, electronically, or by telephone directly from
the employer. '

If obtaining over the phone for 3SquaresVT and Healthcare, enter a note in CATN that collateral
verification was obtained.

For Reach Up, collateral phone contact should only be used as a last resort if every attempt has been
made to obtain written verification. If this is the case, document pay information on an Employment
Verification Form (218 or 218E). Enter a CATN that states that a collateral contact was used, refers
to the employment form in OnBase, and documents why the written verification was not able 10 be
obtained.

Investigate the receipt of tips for service related employment.
If the applicant does not list employment on the application the interview should include a

discussion of past employment to give an indication whether the recipient/applicant might be
returning to work in the future or be eligible to collect UC benefits.

1. Pay stubs 6. Income tax forms

2. Pay envelope (state and/or federal)

3. Statement from 7. Sales and expenditure
client's employer records

4, Client's self-employment 8, Department of Employment
bookkeeping records and Training

5. Employee's W-2 form

NOTE: All four paystubs may not be required. If, for example, you have the first and fourth
paystubs with the YTD (year-to-date) earnings, use them to determine the missing
earnings.
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P-2122

Source of Verification for Eligibility Determination

B. Sources of Verification by Eligibility Factor (Continued)

9, Pensions and other benefits

PN N

9

10.
11.
12.
13.
14.
15.
16.
17.

SSI/AABD or social security award letter

BENDEX

Social security (Form SSA-1610 U-2 or SSA-491-TC TPQY Input)

Social security district office files

SDX (State Data Exchange System)

Railroad retirement award letter

Benefit payment check

Correspondence on benefits

Department of Employment and Training (Unemployment Compensation Division)
Unemployment compensation award letter '

Pension award notice

Worker's compensation records

Income tax record (state and federal)

Union records

Insurance company records.

Department of Veterans Affairs award notice

Department of Veterans Affairs [DSW 214 (Veteran's Benefit Information Request)]

NOTE: The Department of Veterans Affairs will verify the benefit amount without a signed

release. If the VA requires a signed release, use the 214.

Mail inquiries for other information to VA Medical Center, 215 North Main St, White River Jet,,
VT 05009-0001 or call 1-800-827-1000 '

10, Support Pavments and Contributions

The Office of Child Support Services is responsible for contacts with the absent parents of
ANFC recipients to establish payment directly to the Department. An ANFC applicani/recipient
must assign their rights to support and agree to turn over any support payments received.

The ES is responsible for verifying child support payments to the client for NPA cases. (See P-2260
for further procedures)
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p2122 Source of Verification for Eligibility Determination

B.

1L

12.

Sources of Verification by Eligibility Factor (Continued)

Other Income

This section covers all income not enumerated under its own individual income element. The
principal items are income in kind, income derived from rental or lease of property or from property
rights, money from friends on a regular basis, free shelter, and income from other sources.

The type of verification necessary depends on the type of income available to the client. The client's
situation should be evaluated to ascertain the possibility of an additional source of income.

When the client discloses income of this type, she/he will generally have documents or papers 1o
identify the source and amount. A contract or other document between the person making payments
to the client to verify the purpose and the amount of money paid should be required.

Through a process of elimination, the possession or non-possession for most of these items can be
established. For example, verification of client's shelter costs eliminated the possibility of free
shelter, determination that the client does not own property eliminates rental income, lease rights, or
income from property rights.

Rental agreement or lease

Receipts for service provided (income in kind)

Rent receipts of tenant, roomer or boarder

Statement of person providing income in kind, goods, or financial aid

Receipts, agreements, leases of person paying monies to client under this element,

o b

Basic Budgetary Allowances (ANFS or GA) or Expense Deductions (F'S or SF)

A basis for including each "need" item in the budget must be established. In addition, if actual cost is
a factor, the cost of the item must be verified.

Room and board receipts

Contract with landlord

Real estate agent

. Municipal taxing authority

Records of Public Housing Authority

Rent receipts or lease

‘Tax statements

Utility bills or water/sewage bills

Home Owners Ins Policy 1
Mortgage payment receipts 1
Sales agreement or purchase

contract

NOTE: A completed DSW 202H (Shelter Expense Statement) is also acceptable verification.

AR bl e
O e
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B.

13.

14.

15.

Sources of Verification by Eligibility Factor (Continued)

Other--School Attendance

The primary verification for school attendance is certification from the proper school authority that
the child is attending school and fulfilling the State requirements for school attendance.

Citizenship

A U.S. birth certificate in combination with verification of identity will usually establish citizenship.
On foreign born individuals’ other sources or combinations will be required.

1. U.S. passport 4. Certificate of Citizenship
2. Naturalization certificate 5. Consular report of birth
3. U.S. Citizen Identity Card 6. 202F (Citizenship/Legal Alien Statement) See also

#16, "Alien Status”.

Social Security Numbers

See individual program policy and procedures regarding who is réquired to have a Social Security
number and the timeframes for applying for a number.

Temporary ID Number

Assign a temporary "666" ID number to each person who does not have a SSN (see P-2160). A
client may receive benefits with a temporary ID number provided timeframes for applying for a SSN
are met. See individual program policy and procedures.

To apply for a SSN:

The parent of a newborn can request a number for the child when the birth registration form is
completed in the hospital.

All others complete a SS-5 (Application for a Social Security Number). These forms are available
in Social Security offices as well as ESD offices. Explain to the client that the SS-5 explains how to
apply (in person or by mail) and what evidence is required. SSA will not accept the application
without the required evidence. Explain to the client that failure to provide evidence to SSA will
delay the SSN application and may cause a delay or reduction in Department benefits.
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15, Social Security Numbers (Continued)

Verification of Application for a SSN:

“The client must provide verification of application for a SSN. Verification can be any of the
following forms:

0 Form 215A (Social Security Number Referral): This form is given to the client who
applies for ESD benefits prior to applying for a SSN. The form is given to the client by
you to be signed by a Social Security Office worker upon completion of the SSN
application and submittal of required evidence. The client is responsible for returning it
to ESD. A temporary ID number must be entered on the form.

0 SSA 5028 (Receipt of Application for Social Security Number): This form is completed
by the Social Security Office worker at the client's request for verification of application,
This is primarily used when the client applies for ESD benefits after applying for a SSN.

0  SSA 2853 (Message from Social Security - Information about when you will receive
your baby's Social Security Card); This form is completed by a hospital official at the
time the parent requests to apply for a SSN for the newborn. Hosp1tals report that over
90% of the parents request to apply.

Verification of a SSN

The client is not required to provide physical verification of a SSN. Because the SSN is used as
the primary identification number for both IV-A and IV-D and is needed for computer tape
matches (e.g. Bendex, SDX, IRS, DOL), it is to the Department's benefit to identify the client by

SSN as soon as possible.

NOTE: It is usually ten business days between application for and receipt of a SSN,

ESD and the Social Security Administration exchange computer tapes to match real numbets
with temporary "666" ID numbers. This only happens when the client applies for a SSN and
submits a Form 215A at the same time. This is called "enumeration".

For those who verified SSN application with the SSA 5028 or SSA 2853, ask the client to notify
ESD when the SSN is received. If the client does not notify ESD, check with the client at each
review. Change the "666" number to the SSN upon notification.
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B. Sources of Verification by Eligibility Factor

15. Social Security Numbers (Continued)

Numident: Once a SSN is entered into ACCESS, the numident tape exchange with Social Security
will verify whether the number belongs to the person.

Discrepancies: Require verification of a SSN if a tape match discrepancy cannot be resolved with
information available in ACCESS or in the case record. Potential causes of discrepancies include:
name changes where SSA has not been notified; incorrect birth dates; incorrect spelling due to
hyphenation; use of modifiers such as Jr, Sr, II, etc,

Send a verification letter asking for a copy of the individual’s social security card.
o  Ifthe card matches what is on file, overwrite the ‘D’ in the numident field with a “V”.
Recurrent discrepancies after verification should be resolved with SSA collateral contact.
e Ifthe card does not match what is on file, overwrite the ‘D with an ‘S’, Direct recipient
to report any changes to SSA that are causing the discrepancy.
If recipient fails to comply with verification, remove the individual from the eligibility household.
If a Medicaid deemed newborn, pursue verification after the deemed eligibility period expires.

Examples

Application for SSN made before contacting ESD

1. Jane gives birth to her son John in Rutland Hospital. She applies for a SSN for him in the hospital and
receives an SSA 2853 from the hospital social worker. Jane brings the SSA 2853 to you and asks to
have John included on her Reach Up grant. Since we have verification that he's already applied for a
SSN, do not require that this be done again. Since he has not received his SSN, assign him a "666"
number. Ask Jane to notify you when she receives John's SSN.

NOTE: If she did not receive an SSA 2853 in the hospital, tell her to call the hospital medical
records section to request a SSA 2853. This is preferable to sending the client to the Social
Security Office since they may ask her to reapply for a SSN which may result in the
issuance of two SSNs,

2. Paul goes to the Social Security Office to apply for a SSN for his daughter Polly. A few weeks later

~ he comes to ESD to apply for Reach Up. Since he has already applied for a SSN, do not require him
to reapply. Since Polly has not received her SSN yet, you assign her a "666" ID number. Ask Paul fo
contact the Social Security Office for verification of SSN application. Upon checking their computer
to verify that the SSN application has been received, SSA gives Paul a SSA 5028, Ie sends it to you.
Ask Paul to notify you when he receives Polly's SSN. ‘
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B. Sources of Veriﬁcatiqn by Eligibility Factor

15, Social Security Numbers (Continued)

Application for SSN made before contacting ESD-

Sally reports that her 8-year-old son is now living with her and that she would like 3SquaresV'1 and
Medicaid for him. He does not have a SSN. Instruct her that an application for a number is
required. Assign a "666" number to the child and fill out the top of the 215A. The Social Security
office completes the bottom of the 215A when they receive the complete SS-5 with required
evidence. Sally returns the 215A to you as proof of application. Submitting the 215A to the Social
Security Office at the time of application for a SSN also ensures that the enumeration tape match
will update ACCESS with the SSN. :

16, Alien Status Applicants

At the time of initial application all adults applying for ANFC, Medicaid or Food Stamps are required to
declare in writing on the DSW 202F (Citizenship/L.egal Alien Statement) whether they are a U.S.
citizen or a legal alien, with the following exceptions:

a) The head of household, or other adult, in Food Stamp only and Food Stamp/Fuel households may sign

the DSW 202F for all household members.

b) Applicants applying on the DSW/VDH 010B (WIC/Medicaid/Dr. Dynasaur Program Application) are
only required to indicate their citizenship with a yes/no answer on the DSW/V DH 010B. If they are not
U.S. citizens, complete legal alien verification is required.

NOTE: Children and pregnant women who meet all Dr. Dynasaur eligibility criteria except citizenship
(i.e., illegal aliens) are eligible for Dr, Dynasaur as a "pure” Dr. Dynasaur.

NOTE: Individuals applying on a DSW 201 (Application) and DSW 202 (Statement of Need) for
benefits for a child(ren), but not for themselves, are required to sign the DSW 202F to
attest to the citizenship of the child(ren).

Recipients

Non-Food Stamp households need not sign a new DSW 202F at recertifications or reapplications providing
the original DSW 202F is in the case file. Any new adult member being added to the assistance unit must
attest to his or her citizenship/alien status by completing a DSW 202F,
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16. Alien Status (Continued)

An adult member of a Food stamp recipient household must sign a new

DSW 202F at each recertification. Adults who join a food stamp household do not need to verify
citizenship/alien status until the next recertification, at which time the head of household, or other adult,
may sign the DSW 202F for all household members.

Processing Non-Citizens
Notify legal aliens that changes in alien/citizenship status must be reported.

If a member of the assistance unit fails to fill out and sign the

DSW 202F, count his/her entire resources and a prorated share of his/her income when

computing the amount of assistance for the remaining household members

The Family Services Division (FSD) is responsible for obtaining information regarding the status of aliens.
You must obtain the required information and submit it to the Family Services Clerical Unit according to
the following procedures:

- Aliens must present original documentation of their alien registration or another form of
documentation determined reasonable evidence of the alien's immigration status. Accept only
original cards, forms and documents for verification purposes.

- Aliens without documentation, i.e. those claiming documents are lost or stolen, etc. should be
referred to the local INS Office to request replacement prior to verification procedures.

MAILING  Immigration & Naturalization Services
ADDRESS: P.O. Box 328
' St. Albans, Vermont 05478
Tel: (802) 951-6506

LOCATED AT: 50 South Main Street, Federal Building
St, Albans, VT 05478

- Most aliens will present documentation containing his’her registration number. Referred to as the
"A" number, it references the individual's alien file at the Immigration & Naturalization Service. The
"A" number consists of seven or eight digits preceded by the letter "A". Each alien has his/her own
number, :

NOTE: Some INS documentation does not include a photo of the individual. In these instances, ask
to see a document which includes a photo, such as a driver's license.
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B. Source of Veriﬁcatioh by Eligibility Factor

16.

17.

Alien Status (Continued)

Send an ACCESS "MAIL" message to "INS" requesting verification, giving the full name, the "A"
number, and the programs the applicant is applying for. The "MAIL" message is to be followed by
xeroxing both sides of the source document being used and send it to the Family Services Division
(ESD).

If the alien does not have a "A" number, xerox any evidence he/she is presenting and submit it to the Family
Services Division (FSD) in lieu of the "A" number. '

Based on the "MAIL" message, FSD will verify the "A" number against the Immigration & Naturalization
Service designated system, SAVE (Systematic Alien Verification for Entitlements). If there are
discrepancies between the documentation provided by the individual and INS records, or if secondary
verification is required based on the initial inquiry, ESD will be responsible requesting it. If additional hard
copy documentation is needed for secondary verification, ESD will request it from the district.

In no case, however, should benefits be delayed, denied or reduced solely on the basis of immigration
status before the results of the secondary verification have been received.

Death date

Before entering a death date in an individual’s member panel, the death date should be verified for all
programs except Supplemental Fuel, The Social Security Administration updates death date information on
a daily basis. Death dates can be retrieved by updating SVES using the deceased individual’s SSN. Other
acceptable sources of verification include:

death certification

hospital records

newspaper obituary

Social Security, Railroad Retirement, Veterans Administration or similar award
funeral home

CFC 804A Discharge Notice from Nursing Home or Hospital

Power of attorney or family member

CFC 804 Home Based and ERC Change Report.

e & & & @
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P-2160 Temporary Identification Numbers

Temporary 1.D. numbers can be assigned to the head of household or individuals within the assistance
group under specific circumstances.

e Newborns whose application for a Social Security Number (SSN) has been completed but a
number has not been issued, This does not pertain to health care as applicants can be granted a
temporary 1.D. without proving application for an SSN.

e Reach Up cases where the head of household already has a Reach Up case in their own SSN and
a separate caretaker case is needed.

e ABSP panels — before entering any ABSP panel, perform PERS D on the name of the absent
parent to obtain an SSN. Only use a temporary number when the person is not known to
ACCESS.

e Reach Up cases that have been approved under temporary absence rules, where a child is still
receiving benefits with the parent/caretaker with whom they are no longer living, and the child is
also receiving benefits with the person who is caring for them temporarily.

e Healthcare applicants who don’t have a SSN, don’t remember their SSN, or meet one of the SSN
exceptions at HBEE Rule 16.01(b).

If a situation other than the above arises that may require a temporary LD., consult with AOPs before
assigning the temporary I.D. '

~ PERS D should also be used when adding new household members. If the individual is already known
to ACCESS or VHC, use the SSN or temporary L.D. already assigned to that individual.

Whenever temporary numberts are used the person making such assignment shall record the names of the
individuals to whom the numbers are assigned in the district number log. If a temporary number is used,
update it with the permanent SSN at the first opportunity.

ACCESS cases: If six months pass without updating to the permanent SSN, an ACCESS edit will appear
to alert the BPS. Send a verification letter for the permanent SSN. If no response, remove the needs of the
individual from the program. If enrolled in health care, terminate coverage. However, if the edit appears
for a deemed newborn, do not pursue verification until the deemed eligibility period has ended (health
care only).

VHC cases: If a temporary number is used for someone who doesn’t have or doesn’t remember their
SSN, and doesn’t meet an exception at HBEE Rule 16.01(b), send a missing information verification
request asking for the permanent SSN or proof they have applied for a new SSN or replacement card, as
applicable.
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P-2160  Temporary Identification Numbers (Continued)

Specific ranges of temporary I.D. numbers are assigned to various units, districts, and divisions through
the Information Services Division (ISD). Numbers should not cross from one district to another. If more
numbers are needed, email the Business Application Support Unit (BASU). The BASU will contact ISD,
who will determine what numbers are available for distribution.
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B. Forms

* During the interview, review the DSW 202 (Statement of Need) with the client to be sure the

client understands all the questions. Document verification provided by the client, discussions
about any unclear or missing data, and eligibility factors. Complete the following forms with
the client as appropriate:

DSW 201A Agreement to Report Changes (all applicants)

DSW 137 Support Enforcement Referral (see P-2260) (for each non-custodial parent)

DSW 137W Support Waiver Request

DSW 201DV Domestic Violence — You Don’t Have to Face it Alone

DSW 202A0 Absence Questionnaire (for each non-custodial parent with a few

, exceptions) (see P-2210 B #9)

DSW 216L Life Insurance Information Release Form (see P-2211)

DSW 202F Citizenship/Legal Alien Statement (see #16 in P-2122 B)

DSW 202H Shelter Expense Statement
The client may remove the top of the form for confidentiality reasons. If
client or landlord objects to using this form, accept some other type of
verification that provides the same information asked for on the DSW
202H. Signatures of landlord and client must be included.)

DSW 202V Verification Request (see P-2201 D)

DSW 202V2 Verification Reminder Notice (see P-2201 D & E)

RU 601 Reach Up Referral Form (see P-2335)

DSW/SRS 1 Referral to SRS and DSW (see P-2201 G)

SRS 305 Suspected Child Abuse or Neglect (see P-2201 G)

Forms the applicant must sign are underlined.
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P-2201  Application Procedures (Continued)

C. Social Security Numbers

If a person does not have a SSN, verification of application for a number must be furnished by the
client. (See P-2122B p.12 #15.)

See also P-2160 for guidance on issuing temporary identification numbers in lieu of SSNs.
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P-2201  Application Procedures (Continued)

D. Verification

If necessary information or verification is incomplete or missing, give the applicant a DSW 202V
(Verification Request) including a time limit for providing the information or for notifying you of
problems in obtaining it. (The time limit should be at least 10 days; if the DSW 202V is mailed,
allow 2 extra days for mailing time.). Have the applicant read and sign the DSW 202V, unless
form is mailed. Retain a copy of the DSW 202V for the case record. Explain the effective date of
grant policy (WAM 2226.1) and the effect delayed verification will have.

If all the requested verification is not returned by the specified date, send the client a DSW 202V2
(Verification Reminder Notice). Give the client at least 10 days to provide the information or fo
notify you of any problems in obtaining it, (Allow two additional days for mailing time.) Retain
a copy of the DSW 202V2 for the file unless the notice was issued via SPEC/C/FORMS.

For verification of alien status, see P-2122B.
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P-2201  Application Procedures (Continued)

E. Response to Request for Verification

Verification Received
All applications are processed as soon as posstble.

If verification is provided by the 20th day, process the application by the 30th day. If the client
provides the verification after the 20th day, we have 10 days to process the application, but should
attempt to mail the notice of decision by the 30th day. If the application is not processed by the
28th day see P-2201 F.

Qutright Refusal

If the client actually states that (s)he will not provide necessary information, deny the application
for not providing verification, Make sure the applicant understands that you will have to deny
ANFC benefits unless (s)he provides the required verification. Such an outright refusal must be
documented in the case file or CATN. Once the denial notice is sent, the client must reapply for
benefits. The original application cannot be reopened.

NOTE: There may be instances when an immediate denial may not be the best approach. For
example, a client who becomes upset during an interview and "storms out" of the office
might decide a few hours or days later to cooperate in providing verification. If you think
that this might be the case, sending a DSW 202V2 before denying the application would
be appropriate. Sending a DSW 202V first is not required. Sending the DSW 202V2 is
not required either; it is a judgment call.

No Contact by Client

If the client does not submit the necessary information and does not indicate that there are any
problems in obtaining the information, deny the application on the 30th day. The client's failure
to contact the district office must be documented in the case file or CATN. If you are not going to
process by the 28th day see P-2201 F.

NOTE: Do not deny applications for the sole purpose of meeting the 30-day processing deadline.
However, if the client does not respond to the DSW 202V or DSW 202V2 you should

deny on or before the 30th day.
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P-2201 Application Procedures

E. Response to Request for Verification (Cbntinued)

Contact by Client
If the client indicates that (s)he is having difficulty in obtaining any or all of the information:

(1) assist the client in obtaining the verification.
(2) determine if the client has good cause for not providing the information. (See WAM 2211.3)

If there is good cause, keep the application pending an additional 30 days. See P-2201 F. Document
in the casefile or CATN the reasons for the decision. If the information is received, grant back to the
30th day following the date of application. If the information is not received within the second 30
days, deny the application. The denial notice needs to state that the application will be reopened when
the necessary verification or information is obtained and the client can demonstrate that good cause
continued. In this case, the client may be granted back to the 30th day following the date of
application. Before granting, determine that the information on the DSW 202 is still current, If the
requested information is received more than 60 days after the date of application, a new DSW 202 is
required.

If there is no good cause, document in the casefile or CATN the explanation given for the failure to
obtain verification and why the explanation does not represent good cause. See P-2201 F. Deny the
application on the 30th day from date of initial application if you still lack verification.

NOTE: Possible good cause reasons are listed in the verification section of ANFC policy (WAM
2211.3). The list is not meant to be all-inclusive. The district director or designee will
determine if good cause exists in a specific case.

There may be extraordinary circumstances when verification is unlikely to be available and obtaining
it is beyond the control of the client. In such cases the district director or designee may waive the
requirement of verification.

If the application is denied on the 30th day (i.e. for other than an outright refusal), and the client
provides the requested information and you later learn that a determination of good cause should have
been made, grant the client back to the 30th day following the date of application and document in the
casefile or CATN. Before granting, determine that the information on the DSW 202 is still current. If
the requested information is received more than 60 days after the date of application, a new DSW 202
is required.
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P-2201  Application Procedures (Continued)

F. Delay in Processing

The department must act upon the applications received within 30 days if possible. We have 10 days
to process the application from the date verification is received.

Whenever there is a delay in processing the application, the reason(s) for the delay must be
documented. File verification requests and appointment letters in the case record unless the
SPEC/C form is used. Document other delays in processing the application in CATN or in the
file. An example of a delay is a request by the client to reschedule an appointment because of a
sick child.

The client must receive a 28-day notice if an application has been pending 28 days and you do not
expect to make the decision by the 30th day. If in doubt, send the 28-day notice.

Delays caused by the department include:

o The department is unable to schedule the initial appointment within 10 days from the
application date,
¢ The department asked for information needed for only one program but delays processing
applications for all programs.
Example: Rent verification is requested for ANFC and not provided, but the food stamps
~are delayed even though the rent does not need to be verified for that program.
e The department was unable to process the application in a timely manner.
Example: All verification is received by the 20th day, but you did not take action by
the 30th day. This is a department delay even if the client failed to schedule
the appointment within 10 days.
e The client returned all verification requested; however, we need to request additional
information. '
Example: The client reports income from two sources and at the interview we ask for
verification of only one source. Later we ask for verification of the second
source of income.

Delays caused by the client include:

o The client missed a scheduled appointment or could not schedule an appointment
within 10 days of the application..

o The client failed to provide verification by the requested deadline. If we need to send a
DSW 202V2, we will consider this a client delay. However, if the client returned the
verification by the 20th day we must process by the 30th day, or it is a department
delay.
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P-2201 Application Procedures

F. Delay in Processing (Continued)

¢ Incapacity forms from doctors are not received by the department in time for the
medical consultant to make a decision and return it to you by the 20th day.
* More information is needed than is provided in the original report from the doctor.

On the 26th day (or on the prior work day if it falls on a weekend or holiday), ACCESS will
create a TODO edit asking you to enter the reason for the delay on the STAT panel. If youdo
not enter a reason before ACCESS produces the 28-day notices, ACCESS will default to a
department delay which, if incorrect, will require the use of the manual DSW 220DE. If the

| department delay is incorrect, a supervisor must correct the system-generated reason by the

30th day for correct reporting of delay reasons. On the morning of the 28th day (or on the
prior work day if it falls on a weekend or holiday), the ACCESS-generated DSW 220DE
notice will be printed in the district. You must mail this notice on the 28th day unless you
plan to process the application by the 30th day. '




