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REQUIRED VERIFICATION AT APPLICATION
(1)

MS 7000                                                                                                        (2)

Require the following verification for all initial applications which are not eligible for expedited services.  Do not require the applicant to reverify information the agency already has unless there is reason to believe that the information possessed by the agency is inaccurate, incomplete or inconsistent.  

Inactivity of a case for more than 30 days deems verification as outdated and current verification must be obtained unless the verification currently in a case record is dated specifically for the application time period:

Example #1:
A case is discontinued June 10, 2010.  Client reapplies July 18, 2010, and requests the PAFS-76 in the prior case record be used as verification of residency.  This exceeds the 30 day time period and current verification must be provided.  

Example #2:
The same situation as above but the previous case contained a lease that is for the time period of January 1, 2010 through December 31, 2010.  The lease can be used as it is for the current time period.
A.
GROSS NONEXEMPT INCOME.  Verify all income before initial certification.  Complete inquiries on all system verification sources (i.e. Program 39- BENDEX, Program 48- WAGE RECORDS, Program 4B- UI BENEFITS, SDX, The Work Number, and KASES if children are or have been in the home) for all adult household members claiming no income. 

Example #1:
An applicant applies for herself and 3 children and states that the children do not receive child support.  Inquire KASES to ensure that the household is not receiving child support through the Division of Child Support Enforcement (DCSE).

Example #2:
An applicant states that she was recently laid-off from her job.  Inquire Program 4B to determine if she has applied for, or is receiving, Unemployment Insurance Benefits (UIB). 

Please see Vol. I, MS 0131, on acceptable Electronic Income Verification (EIV).

Furthermore, SDX cannot be used as a source of income verification for RSDI or VA as it is not an accurate source for “other” income.
When requesting separate household status due to inability to pur​chase and prepare meals, the elderly and disabled individual or representative is responsible for obtaining the cooperation of the individuals with whom he/she resides in providing the necessary income information about them.

Verify termination of employment that occurred within 30 days of the date of the SNAP application to determine the date the last pay was received and if voluntary quit applies.  
Verify the lack of income for all adult household members by form PAFS-702, Proof of No Income, written statement or a collateral contact.  An in-depth interview is conducted so that sufficient information is obtained concerning each member and household’s situation to assure an accurate eligibility determination can be made:  
Example #1:
A client reports that he has no income, but pays rent and utility expenses.  Inquire all system verification sources (i.e. Program 39- BENDEX, Program 48- WAGE RECORDS, Program 4B- UI BENEFITS, SDX, The Work Number, and KASES if children are or have been in the home).  Question the client about how he is paying bills with no income.  Require verification of lack of income for all adult household members.

Example #2:
A client states that his spouse pays child support.  He also states that she has no income.  KASES inquiry verifies that the spouse is making regular child support payments.  Question the client to determine how his wife is paying child support with no income.  Require verification of the lack of income for the spouse as well as all other adult household members.

Refer to MS 7020 for a list of what is considered questionable information.

B. 
Household Size Composition.  Verify household size and composition at every application.

C.  
[SHELTER EXPENSES.  Verify the amount of any shelter expense, such as utilities, entitlement to SUA/BUA, rent, mortgage, property taxes, homeowners’ insurance, or telephone expense. During the interview, ask the household how much their portion is of the stated expense and inquire if they have written verification with them or can provide a collateral contact to verify shelter costs.  


Acceptable sources of verification include written statement, receipt, bill and collateral contact. 


If the household does not have verification of shelter expenses at the application interview, pend the case and allow the household to return it.  If the verification is not returned by the 30th day, the case will process without allowing the deduction(s).

D.
ACTUAL UTILITY EXPENSES.  Verify an actual expense for a household. If the actual expenses cannot be verified within 30 days, the unverified expense is not allowed.] 


Any utility expense for an unoccupied home must be verified.  

E.
MEDICAL EXPENSES.  Verify the amount of any medical expense, includ​ing the amount of reimbursement, if the household wishes to claim medical expenses. Verification of other factors, such as allowability of services provided or the eligibility of the person incurring the cost, is required, if questionable.

F.
RESIDENCY.  Kentucky residency is verified only at application.  Do not verify residency at an address change, unless there is reason to believe the household no longer lives in Kentucky. Verify residency except in unusual cases where verifica​tion of residency cannot reasonably be accomplished.  Examples of unusual cases are migrant farm workers, homeless households or households who have recently moved into the county.  Accomplish verification of residency in conjunction with the verification of other information such as utility expenses and identity.  If verifi​cation cannot be obtained in this manner, use a collateral contact or other readily available documentary evidence.  Accept any documents or collateral contacts which reasonably establish the applicant's residency.

In situations where the residence borders two counties or another state, the county of residence is the county that the household’s physical address is located. If the applicant is not a resident of Kentucky, enter ‘N’ for ‘Resident of Kentucky’ and the application will deny. 

When a resident of Kentucky has a home address served by a postal district in a border state, enter the abbreviation for that state in the “State” field of the home address.  Document the address situation in case comments. 

G.
IDENTITY.  Verify the identity of the person making application.  In instances where a representative applies on behalf of a household, verify the identity of both the representative and the head of household.  Identity is verified by readily available documen​tary evidence or, if this is unavailable, by a collateral contact.  Examples of acceptable documentary evidence include a driver's license (it does not matter if the license has expired), work or school ID, an ID for health benefits or for other assistance or social services pro​gram, a voter registration card, wage stubs, or a birth certifi​cate.  Accept any documents which reasonably establish the appli​cant's identity and impose no requirement for a specific type of document such as a birth certificate.
H.
ALIEN STATUS.  Verify eligible alien status for any person in the household who is not a United States citizen.  Refer to MS 2910 for the list of acceptable documents used to determine alien status.  Aliens must meet qualified alien status outlined in MS 2900, Item 1, and special SNAP benefits criteria outlined in Item 2, to be eligible for SNAP benefits.

I.
STUDENT STATUS.  Verify eligible student status for any persons in the household 18-49 years of age enrolled at least half-time in an institution of higher education.  Student status is verified through readily available documentary evidence.  Examples of acceptable documentary evidence are, but are not limited to, school records or a collateral contact with the school’s admissions office.
J.
LEGAL CHILD SUPPORT.  Verify all legally obligated child support payments that were paid to individuals outside the household during the past three months.  Verify the legal obligation to pay and the obligated amount of child support through documents such as a court order, administrative order, or a legally enforceable separation agreement.  Verify amounts paid with cancelled checks, wage withholding statements, verification of withholding from unemployment compensation, and statements from the custodial parent regarding direct payments or third party payments the noncustodial parent pays or expects to pay on behalf of the custodial parent.  If payments are made through KASES, use KASES Option 2, Inquiry Function, then Option 17, Payment History, to verify the payments.  In order to verify the legal obligation, use Option 2 and press the F9 key. 
K.
DEPENDENT CARE.  Verify the actual cost for each dependent.  When a flat rate is charged for more than 1 dependent, request a breakdown of the expense from the provider; consider the total amount only when the amount of the expense per dependent cannot be obtained.  Verification must include the names of the dependents provided care and the amount billed for each.  If the household does not verify the expense the deduction is not allowed.

L.
DISABILITY.  The following verification is required for the types of disability defined in MS 2000.

1.
For individuals in items A or B of MS 2000, the household must provide proof that the disabled individual is receiving benefits under one of the mentioned titles of the Social Security Act.

2.
For individuals in item D of MS 2000, the household must provide proof that the individual receives a Railroad Retirement disability annuity from the Railroad Retirement Board and has been determined to qualify for Medicare.

3.
For veterans in item E of MS 2000, the household must present a statement from the VA which clearly indicates that the disabled individual is receiving VA disability benefits for a service-connected or non-service-connected disability and that the disability is rated as total or paid at the total rate (100%) by VA.

4.
For individuals in items F and G of MS 2000, the household must provide proof that the disabled individual is receiving VA disability benefits.

5.
For individuals in items C or H of MS 2000, if it is obvious that the individual has one of the listed disabilities listed in H, document the case accordingly.  If the disability is not obvious, the household must provide a statement from a physician or licensed/certified psychologist, stating the individual has one of the listed disabilities.

6.
For individuals in item I of MS 2000, the household must provide proof that the disabled individual receives disability related medical assistance under Title XIX of the Social Security Act.

7.
For those elderly and disabled persons unable to purchase and prepare meals, verify the disability as follows:

a.
If it is obvious the individual is unable to purchase and prepare meals because of one of the listed disabilities in MS 2000 or because it is obvious he/she suffers from a severe physical or mental disability even if not one of those listed, consider disabled and document the case accordingly.

b.
If the disability is not obvious verify the disability by requiring a statement that the individual, in the physician's or psychologist's opinion, is unable to purchase and prepare meals because he/she suffers from one of the non-obvious disabilities or he/she suffers from some other severe, permanent physical or mental disability.

M.
If initial verification provided by the client is considered questionable and the worker requests additional verification, annotate in comments the reason the additional verification was requested:

Example: A client provides a current lease listing the client and her husband as household members, however the client states that a child also lives with them, additional verification of household size would be required.

N.
Client statement is not used as a verification source if the household can provide original verification or a collateral contact to verify the household situation.  If the client and worker have exhausted all avenues of obtaining verification, client statement is accepted as a last resort.  Document the case comments why the client’s statement was accepted in lieu of other verification.

O.
DISQUALIFICATIONS.  The system checks existing data for each member to see if they have any current disqualifications.
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