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Subject:
Revisions to Volume I and Volume II regarding CTS, Electronic Signature, DSNAP, and Various Manual Sections
VOLUME I

The Table of Contents is revised to add MS 0200, Contact Tracking System Overview. 

MS 0200, Contact Tracking System (CTS) Overview, is created to inform staff of using CTS to capture information regarding those who seek assistance to resolve case related issues.

MS 0290, Security of EBT Cards, is revised to state that Employee B must be a staff member other than a Supervisor or eligibility worker (for example, clerical).  
MS 0380, Local Action On QC Findings,  is revised to state that a 343.1, Response to Quality Control Errors, must be completed on all Related Observations for SNAP and to state that QC error findings should be shared with all staff to prevent the same error in the future. It is further revised to state the file the 343 in the electronic case record.
MS 0540, The Appeal Board Decision, is revised to add that appeal board decisions are considered confidential case information and must only be disclosed to the recipient, the recipient’s power of attorney or legal representative,  or the recipient’s attorney.  It is also revised to indicate that a client has 30 days from the date of receipt of the Appeal Board’s decision to appeal to the Circuit Court in their county of residence.  
MS 0545, Judicial Review of Appeal Board Decisions, is revised to state that a request must be filed within 30 days from the date of the Appeal Board’s decision. 
MS 0590, Federal Benefit Changes, is revised to state that RSDI income is not rounded and to enter the actual NET RSDI amount on KAMES unless there is an overpayment from the same source.  
MS 1070, Administrative Disqualification Hearings, and MS 1080, Administrative Disqualification Hearing Process Flow Chart, are revised to state that a client has 30 days to appeal a final order. MS 1070 is also revised to remove the reference to certified mail. 
VOLUME II

The Table of Contents is revised to change the title of MS 2002 from “Use of Food Benefits” to “Use of SNAP Benefits”, to add MS 6125, Electronic Signature, to change the title of MS 7200 from “Disclosure of Information- Food Benefits” to “ Disclosure of Information-SNAP”, to change the title of MS 7475 from “Food Benefits Case Documentation” to “SNAP Case Documentation” and to add the following manual sections for DSNAP:

· MS 9005, DSNAP Eligibility

· MS 9010, DSNAP Income Limits

· MS 9015, DSNAP Allotment

· MS 9020, DSNAP Caseworker Responsibilities

· MS 9025, Dual Participation

· MS 9030, DSNAP Fair Hearings
· MS 9035, DSNAP Electronic Benefit Transfer (EBT) Issuance

· MS 9040, DSNAP EBT Card Security
MS 2002, Use of Food Benefits, is revised to change the title to “Use of SNAP Benefits”, to change all the references from food benefits to SNAP benefits and to state that the EBT card cannot be used to pay on a charge account. 

MS 2040, Irregular Household Members, is revised for formatting. 

MS 5300, Types of Self-Employment Income, is revised for formatting. 

MS 5450, Dependent Care Deduction, is revised to clarify policy on how to determine the allowable cost of transportation. 

MS 6020, Caseworker Responsibilities, is revised to include that caseworkers must explain eligible/ineligible food purchases and uses of the EBT card to clients, to ensure all required forms are completed and to incorporate electronic case file (ECF) information.
MS 6125, Electronic Signature, is created to issue policy and procedures on accepting electronic signatures.
MS 6707, Simplified Reporting-Acting on Changes, is revised to include that workers are to act on batch matches. 

MS 7200, Disclosure of Information – SNAP, is revised to change the wording of Food Benefits to SNAP.  It is further revised to reformat for clarity.

MS 7475, SNAP Case Documentation, is revised to include that documentations must include a statement that all required forms were given.

MS 9000, Disaster- General Overview, is revised to provide more detailed information on how a disaster is declared.

MS 9005- MS 9040, as listed above are created to issue policy and procedures for the DSNAP. 
