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[A.
At application, recertification and address change for the applicant/head of household (HOH) age 17 years or over:

FOR FACE TO FACE INTERVIEWS:


Enter the individual’s response to the question, “If the head of household is not registered to vote where they live now, would the head of household like to apply to register today?” field on the KAMES General Information (HRKIMA02) screen. Permitted entries are “Y” (Yes), “N” (No), or “U” (Unknown).  If the individual is already registered to vote where he/she lives, answer “N” (No).

Form PAFS-706, Voter Registration Rights and Declination, is system generated and uploaded with the case name and case number before printing when “Y”, “N” or “U” is entered.  Form PAFS-706 is read by or to the individual who signs and dates the form. 

The Voter Registration Application, is generated when the applicant/HOH, age 17 or older and a US citizen, answers “Y” or “U” to “If the head of household is not registered to vote where they live now, would the head of household like to apply to register today?” 

If the applicant/HOH is not present, the authorized representative is given form PAFS-706 and/or the Voter Registration Application, depending upon the response to the question to be completed by the applicant/HOH.

FOR PHONE INTERVIEWS:


Follow the instructions for face to face interviews and mail form PAFS-706 and/or the Voter Registration Application, depending upon the response to the question, to the household.  Inform the applicant to return the forms along with other verification to the local DCBS office.    

FOR MAIL-IN APPLICATIONS AND RECERTIFICATIONS:  

The system generates and mails a letter of explanation, form PAFS-706, and the Voter Registration Application to I case mail-in applicants if “Y” is answered to, “KCHIP MAIL-IN APP?” and to Z case applicants when “Y” is answered to, “Z MAIL-IN? or LIS referral?”. All SAFE cases are mailed the explanation letter, PAFS-706, and the Voter Registration application.

FOR ADDRESS CHANGES:


Anytime a home address is changed on the address case change screen, if the HOH is age 17 or older, a letter of explanation, form PAFS-706, and the Voter Registration Application will be system generated to the household.
B.  
If the individual wants to register to vote, the individual completes the Voter Registration Application by checking the party affiliation, reads or is read the voter declination statement on form PAFS-706 and signs and dates the Voter Registration Application and form PAFS-706.  The individual's name, SSN, date of birth, sex, county of residence and address is uploaded on the Voter Registration Application.  The individual must be provided the opportunity to complete the Voter Registration Application in private.  Provide an envelope for the completed Voter Registration Applications.
C.
If the individual does not want to register to vote, form PAFS-706 is completed by the HOH.   

D.    If the applicant/HOH refuses to sign the form PAFS-706, enter “refused” in the client signature space, sign and date the form and provide a copy to the applicant/HOH. 
E.
Form PAFS-706 is maintained with the case and purged per program policy.  See Volume I, MS 0040, Purging Obsolete Material.  
F.
For a hard copy application or recertification (including FS-1, Application for SNAP, or PA-100, Application/Recertification for K-TAP, Kinship Care, and Family/AFDC Related MA), provide the applicant/HOH form SBE 01, Commonwealth of Kentucky Mail-In Voter Registration Form and a hardcopy form PAFS-706.  Form SBE 01 can be obtained at http://www.elect.ky.gov/register.htm.  If the individual chooses to register to vote, form SBE 01 is completed and form PAFS-706 is read and signed.    Provide an envelope for the completed SBE 01.
G.
Any person entering the local office can fill out a voter registration form if he/she so chooses.  Provide the interested individual with form SBE 01.
H.
Instruct the individual to deposit the sealed envelope containing the system-generated Voter Registration Application or form SBE 01 (Mail-In) in the locked voter registration box in the local office.

I.
Completed registration applications must be transmitted to the local County Clerk’s office every Friday.  For applications completed within 5 days before the last day to register to vote in an election, ensure the applications are transmitted to the county clerk prior to the deadline.

J.
Form PAFS-706 is completed by the HOH at every application, recertification, and when a change of home address is reported.]
