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MS 6707	SIMPLIFIED REPORTING – ACTING ON CHANGES	(1)

MS 6707                                                                                                        (2)

[bookmark: _GoBack]Use the following procedures to act on all changes that are known to the agency regardless of how it became known to the agency.  It does not have to be verified upon receipt.

A.	Act on changes in the SNAP case known to the agency because they were reported to another benefit program.  The change can only be made in the SNAP case if the other benefit program makes a change.

	[Example:	A change of address is reported for the KTAP case.  Although the household is not required to report this change for SNAP, because it is voluntarily reported to the KTAP worker it is also acted on in the SNAP case.]

B.	If a household member leaves one household and moves into another household, or becomes a separate household, remove the person from the first household to avoid duplicate participation.

C.  	Act on changes reported from any source, such as, but not limited to, the following:

1. The household.

2. A “Hotline” referral.

3. Other matches, such as the quarterly wage data match, prisoner match, and batch matches.

D.	[When a change becomes known to the agency, enter the change on the system.  The system will generate an RFI requesting verification of the change, if required.  When the requested verification is returned, enter the verification and allow the system to process the change.  If the verification is not returned, the system will act on the change according to policy in Vol. II, MS 6750 and MS 6760, as appropriate.  If the mail is returned as undeliverable, refer to Vol. 1, MS 0090.

	If enough information is not provided to enter the change on the system, click the “Is contact needed to verify unclear information?” button on the case summary screen and send the Request for Information (RFI) notice requesting the verification needed to process the change.  Document the case thoroughly as to why the question was utilized and what is requested on the RFI.  Allow the household 10 days from the date the RFI is mailed to provide the verification.  If the mandatory verification is not returned at the end of 10 days, the case will automatically discontinue/deny for non-cooperation.

	Example:	On June 5, a report is received that the client is employed, but the hours and rate of pay are unknown and attempts to contact the client by phone are unsuccessful.  On June 6, an RFI is mailed to the household requesting verification of employment.  On June 16 the verification has not been returned and the household has not made contact to discuss the report.  The system will discontinue the SNAP case due to non-cooperation.  

E.	After cut-off, do not enter changes that affect the next month’s benefits when the case is due a recertification in the next month.  The worker in receipt of the reported case change does the following:  

1. Scans form PAFS-126, Change Report Form, if used, and any verification provided for the reported change into Electronic Case File (ECF).  

2. Documents the reported case change, any documents scanned into ECF, and the delay of action.

	The worker completing the client’s recertification interview is responsible for reviewing case comments and ECF prior to the interview, and entering the reported change as part of the recertification.

	Example:	The client reports a job change on July 27 and is due a recertification in August.  Do not act on the change when reported.  The intake worker documents the reported change on the system and scans form PAFS-126 into ECF.  The recertification worker reviews case comments and ECF prior to acting on the reported change during the recertification interview.]
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