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[Great care should be taken when entering sanctions as the sanction data cannot be corrected, for federal reporting purposes, after the effective date entered on OTIS.  Actions may be taken to resolve the error on the local level, but the case will be considered as sanctioned for federal reporting purposes.]
A.
If a sanction is applied in error and is discovered prior to the effective date, the following steps are taken:


[1.
The sanction is deleted from OTIS.]  


2.
The “YY” tracking screen is adjusted by a supervisor or principal worker.

3.
A “J-No change” action is completed on KAMES to recalculate the K-TAP case.

[4.
Annotate OTIS and KAMES comments to document the action taken.]

5.
Delete the 431 KWP disqualification on the KAMES Disqualification Menu.


6.
If these steps are followed after cut-off a supplemental may be issued.

[Example:  An individual is sanctioned March 15, effective for April 1.  The individual provided the needed PA-33 on March 15, but the form was misplaced and found March 16.  The sanction is deleted from OTIS.  No supplement is needed for April as there was no decrease in the benefit amount.

Example:  An individual is sanctioned March 27, effective May 1.  The worker discovers the sanction was applied in error on April 28, after cut-off.  The sanction is deleted from OTIS.  A supplement is issued for May as the benefit amount was reduced.]  

The case will not be reported as sanctioned on the federal report as long as the sanction is deleted prior to the first day of the effective month of sanction.

B.
If a sanction is applied in error and not discovered until after the effective date, the following steps are taken:


[1.
The sanction is cured on OTIS.  Enter the cure begin and end date as the first day of the month the sanction was effective on the OTIS sanction screen.]

2.
The “YY” tracking screen is adjusted by a supervisor or principal worker.


3.
A “J-No change” action is completed on KAMES to recalculate the K-TAP case.


[4.
Annotate OTIS and KAMES comments to document the action taken.]

5.
Delete the 431 KWP disqualification on the KAMES Disqualification Menu.


6.
Issue a supplement for the month of erroneous sanction.
[Example:  An individual is sanctioned March 30, effective May 1.  The worker discovers the sanction was applied in error on May 5.  The sanction is cured on OTIS; with a cure begin date of May 1 and a cure end date of May 1.  A supplement is issued for May as the benefit amount was reduced erroneously and the case could not be corrected effective May.]   

In this example, the case will be removed in the federal reports from the denominator for May as a sanctioned case.  


