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Allow the household the appropriate length of time to provide verifica​tion as follows:  

A.
If the household is not eligible for expedited services, allow the household 30 calendar days from the date form KIF-2.2, Request for Information, (RFI) is given or mailed to provide the necessary information.  This 30 day time standard applies only to the initial RFI.

1.
[If the 30th day is a workday, verification must be returned by close of business that day.

2.
If the 30th day is a non-workday (weekend or holiday), verifi​cation must be returned by the following workday.  Benefits will be issued from the original date of application.

3.
Allow the household a minimum of 10 calendar days (or the next work day if the 10th day falls on a weekend or holiday) on any subsequent RFI to provide additional information in the following instances:]  

a.
To verify conflicting or questionable information.  Document in the case record why the information was questionable;

b.
To provide information due to a change in the household's situation which occurred after the interview and the initial request; or

c.
To provide additional information which the worker discovers is needed to make an eligibility determination after the interview and initial request.

4.
[When all mandatory verification is received, during the extended 30 day period, enter the application and process the application without the optional information.  The date of application is the date all the mandatory verification is received.

Example:
The applicant returned all the mandatory information, identity, wages, etc., but the applicant failed to return verification of rent.  Process the application using the date all mandatory verification was received and enter 0’s for the rent (non-mandatory information).  If applicant returns the rent information after the case has processed, process the information received as a change.

When all of the mandatory verification is not received, but optional verification has been received, DO NOT re-app the case until all mandatory information is received.

Example:
After the application denies at 30 days, the applicant returns verification of rent, wages and child support, but fails to return all mandatory required information.  DO NOT enter the application until all of the mandatory verification is received.]
5.
If the household returns requested verification during the extended 30-day period, after the application has been denied, and it is discovered household circumstances have changed, do the following:

a.
Put the case back on the system immediately;
b.
Pro-rate benefits from the date verification is received; and

c.
Issue an RFI requesting verification of the change allowing the normal 10 days to return the verification. 

If this is a SR household and the verification is not returned, the case cannot be closed unless it is one of the changes SR households are required to report.

6.
When information is requested, be specific about information needed.  If income for the prior two months is needed, the original RFI should reflect the exact two months.  If information is returned in the 30-day period following the denial/discontinuance, use the same 2 months of verification.  If the household returns all requested information, process the application.

B.
Recertification

1.
[If a household files a timely application for recertification, but fails to return requested verification by the end of the certification period, the case will be discontinued. If the requested verification is returned within 30 days following the end of the certification period, the case is processed as an application and benefits are prorated from the date the requested verification is provided.  The household does not have to reapply.

Example:
Application for recertification is filed April 10th and pended for requested verification.  The applicant has until April 30th to complete and return the required action. The case discontinues the evening of April 30th.  Requested verification to process the case is received on May 6th.  The application filed on April 10th is processed with benefits prorated from May 6th.  An application is entered with a May 6th date and the household does not have to reapply.

2.
If a household files an untimely application for recertification and fails to return requested verification within 30 days, the case is discontinued.  If the requested action is completed and provided within 30 days of the date of discontinuance, the case is processed as an application and benefits are prorated from the date the requested action was completed and received.

Example:
Application for recertification is filed untimely on April 20th and pended for verification from the household.  The applicant has until May 20th to return and complete the verification.  The case discontinued the evening of May 20th.  The verification is returned and received on May 29th.  The application filed on April 20th is processed as an application with benefits prorated from May 29th.  The household does not have to reapply.]
C.
Joint Public Assistance (PA) and food benefits applications:

When a household applies for both public assistance (PA) and food benefits, follow normal procedure.  However, require only one set of verification.  The PA and food benefits workers exchange copies of any verification which is pertinent to processing a case action for either program.

If, within 30 calendar days following the date the application was filed, sufficient verification for food benefits purposes is available but the household has not provided sufficient verification for PA purposes, do not delay the household's food benefits.
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