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MS 6100	FILING AN APPLICATION	(1)

[bookmark: _GoBack]Individuals have the right to apply in any county for any program administered by the Department.  Additionally, application for the Supplemental Nutrition Assistance Program (SNAP) can be made by the individual, their guardian, a power of attorney or authorized representative.  The authorized representative designation must be made in writing by the head of household, the spouse of the head of household, or another responsible member of the household. 

[An application is considered to have been made when the application is submitted on-line, by telephone or the appropriate application form is signed and received in any Family Support office.]

The worker and the applicant must complete an application interview by answering questions on the computer screens and the applicant signs the system-generated application.

[Each household or its representative has the right, and is encouraged, to file an application the same day of contact with the office whether the contact is made in person or by telephone.  As processing standards begin and the amount of benefits are calculated from the date of application, it is IMPERATIVE that all persons contacting the office be informed of and understand this right and its implications.  The household does not have to be interviewed before being considered to have filed an application and may file an incomplete application.  Explain to the household that an interview must be conducted to complete the application process.  In addition, allow households to file SNAP applications by submitting the form in person, through an authorized representative, by mail, Web Portal, fax or telephone.  See Volume II, MS 6320 and MS 6330 for interviewing procedures.]

If an individual or their representative signs an application by making a mark (X), the mark must be witnessed by one person, either related or unrelated to the individual, who can write.

A person whose application has been previously denied or one whose assistance has been discontinued may reapply at any time.

Residence in a spouse abuse center does not affect the individual's right to apply.
