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MS 6740	WORKER REQUIREMENTS FOR	(1)
	ACTING ON ALL OTHER CHANGES
	
[bookmark: _GoBack][Act on all changes which are reported or otherwise become known to the agency in writing or by other means, such as the telephone, spot checks, in person, or through the call service center.
	
A.	Enter the client stated data on the system the day the change is reported to determine if it affects the household's eligibility or allotment, except as outlined in MS 6750.  If verification is not provided, enter the change and pend the case for verification.  If verification of a change which would increase benefits is not returned within 10 days, the system will revert back to allowing the recipient’s previously verified information.  If verification of a change which would decrease benefits is not returned within 10 days, the system will apply the client stated amount and decrease benefits.  This DOES NOT apply to shelter or utility deductions.  See MS 6765 for acting on changes of address and shelter.]

Examine all eligibility elements to determine if the reported change has any effect on other elements.  

Example 1: The household reports that their earned income has been terminated.  The household is receiving a deduction for child care.  Review the deduction to determine if the household is still incurring the expense and is still eligible for the deduction.  If not, remove the child care deduction.

Example 2: The household reports a member’s loss of RSDI/SSI income.  Inquire about changes in medical expenses.  Send RFI requesting verification of expenses.

B.	[Document the reported change.  If the change results from a report through the call service center, annotate comments with the words "call service report".

C.	Adjust the benefit allotment, if appropriate.

D.	An eligibility notice is generated to advise the household of the income and deductions considered in determining the household's eligibility and benefits.]

E.	Take action to discontinue benefits before the next issuance when reliable information is received that the household is moving out of Kentucky.

For a change to take effect the following month after being reported, the change must be completed by monthly cutoff.  The cutoff date for the 1st monthly issuance is the 7th work day before the end of the month.  To calculate the cutoff date, count back from the last work day and exclude weekends and holidays.

The date the change is reported is the date written notification is received by the local office or the date the change is reported to the agency even if the household contacted another worker.

Provide a restoration or establish a claim due to agency error if the worker fails to take action on a change within the time limits and incorrect benefits are issued.
