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A.	For a recertification or change, if the individual is eligible on the day of processing, assistance continues.

B.	If the individual is KTAP ineligible on the day of processing, Worker Portal discontinues the KTAP case.  Establish a claim, if appropriate.

C.	If a change in circumstances is reported by the individual, enter the information on Worker Portal immediately to determine eligibility. 

D.	Action must be taken on reported changes to affect benefits in the first administratively feasible month.  Once monthly issuance takes place, the next month’s benefits have been processed and cannot be changed.  Negative action and cut-off dates are posted monthly on Worker Portal Dashboard.

1.   If a change will increase benefits and action is not taken by cut-off, review the case for a possible supplement. 

2.   If a change will decrease benefits or result in discontinuance of a case, the change must be entered by negative action or cut-off, whichever comes first, in order to affect the next month’s benefits.  Review the case for a possible claim. 

Example 1: 	An individual reports a member of the benefit group left the home on 9/5/15.  Cut-off falls on 9/21/15.  Negative action 9/20/15.  As this change will decrease benefits, the change must be entered by 9/20/15 in order to be effective 10/1/15.

Example 2: An individual reports a member of the benefit group has left the home on 11/5/15.  Due to the holidays, cut-off falls on 11/17/15.  Negative action is 11/19/15.  The change must be entered by 11/17/15 in order to be effective 12/1/15.  

Example 3:  An individual reports a member of the benefit group left the home on 11/16/15.  Cut-off falls on 11/17/15.  The change is entered on 11/23/15.  This change will be effective 1/1/16 and the case will pend for adverse action.] 

E.	If the individual reports a change, but does not provide necessary information at the time of report:

1.	Send a request for information and/or schedule an appointment to obtain the required verification.

2.	Allow the individual 10 calendar days from the date of the request for information to respond.  If the 10th calendar day falls on a weekend or holiday, the information is due the next workday.

3.	If the individual responds WITHIN 10 calendar days, process the change.  Authorize supplemental payments beginning with the month in which the individual reports the change.  Use the date of the report when adding an individual to the case.

4.	[If the individual DOES NOT respond within 10 calendar days, Worker Portal takes the appropriate action and sends a notification of the action taken.]   

F.	Changes reported by a third party are handled in the following manner:

1.	Notify the client of the need to discuss the reported change. The client can either call or come into the office for this discussion. Accommodations must be made for individuals with physical or mental impairments with regard to time and location.

2.	[Send form PAFS-700, Verification of Income, if the change involves income or a form PAFS-76, Information Request, if the change involves an address change.]   

3.	If the individual fails to show for the appointment or provide verification timely, discontinue benefits.

4.	[If the individual provides verification of the new information, the change is entered on Worker Portal.

G.	When a KTAP individual reports a change, the change is considered reported for SNAP or MA purposes.  The individual is not required to report the change for the SNAP or MA case separately or provide separate verification.]  

