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[Ensure the correct mailing address is entered on KAMES.  If the address is different, send the returned mail to the new address listed on KAMES.  

If the address listed on KAMES matches the returned mail, do the following:]
A.
Call the household in an attempt to obtain the correct mailing address.  


1.
If able to contact the household by phone, correct the address to ensure written correspondence is delivered.  


2.
[If unable to contact the household by phone, generate an RFI requesting that verification of residency be provided within 10 days.

B.
If verification is provided, correct the case address and mail all returned correspondence to the household. 

C.
If the household does not respond to the request, take action on KAMES to discontinue the case. 
D.
Scan the returned envelope and document the nature of the contents on KAMES.  If the contents are notices originating from DCBS, shred the envelope and the contents.  If the returned mail contains sensitive material such as, original birth certificates or check stubs, store in the hard copy file (if one exits) until the client is due to return to the office.  If there is not a hard copy file, file the returned mail based on local office procedures, until the client is due to return to the office.      
E.
Document in case comments regarding action taken.]

