
Division of Family Support



Operation Manual



Transmittal Letter No. 441


June 1, 2013


Subject:   Policy Revisions for Volume I, Volume II and Volume IIA and Miscellaneous Revisions
Volume I

The Table of Contents is revised to add manual section 0730 and to remove MS 1130, Disqualified Recipient Subsystem, as it is incorporated into MS 0730 and is obsolete.   It is further revised to correct numbering and formatting.  
MS 0060, Case Transfer Procedures, is revised to update procedures for transferring cases and to eliminate the use of form PAFS-25, Transfer of Case Record of Material.  It is further revised for clarity and formatting.
MS 0560, Documentation of Alien Status, is revised to include information on the new automated I-94 process at air and sea ports.  It is further revised to change the form number of CFS-13, Informed Consent and Release of Information and Records, to DCBS-1.  It is also revised for clarity and formatting.

MS 0570, SAVE, is revised to include the type of documentation provided and the I-94 admission number in the memorandum sent to Regional Office, to correct the form number of the Document Verification Request sent to USCIS to G-845, and to update that form G-845, along with scanned documentation, is sent electronically to USCIS.  It is further revised to update the local office procedures to include scanning the SAVE response into ECF when it is received from Regional Office.  It is also revised to state that a SAVE inquiry must be completed on eligible family members of trafficking victims.  It is also further revised to change references from food benefits to SNAP and for clarity and formatting.

MS 0730, Disqualified Recipient Subsystem (DRS), is created to provide policy and procedures on resolving out-of-state IPV matches and to incorporate policy previously in MS 1130, Disqualified Recipient Subsystem.
MS 1130, Disqualified Recipient Subsystem, is obsolete.

Volume II
The Table of Contents is revised to rename MS 6105, Processing of PA Food Benefits Applications, to Processing of PA SNAP Applications; MS 6107, Changes Between PAFS and NAFS Food Benefits Cases, to Changes Between PAFS and NAFS SNAP Cases; MS 6780, Overview of Public Assistance (PA) Changes Affecting Food Stamp Cases, to Overview of Public Assistance (PA) Changes Affecting SNAP Cases; and MS 7115, Exceptions to Timely Notice Period – Food Benefits, to Exceptions to Timely Notice Period – SNAP.
MS 2610, Eligibility of Treatment Center Participants, is revised to instruct that a specified representative of the treatment facility must apply in person for SNAP.  It is further revised to change references from food benefits to SNAP and for formatting.

MS 2910, Verification of Alien Status, is revised to include information on the new automated I-94 process at air and sea ports, correct the form number of the Document Verification Request sent to USCIS to G-845, and to clarify that the agency submits form G-845 to USCIS, not the alien.  It is further revised to provide instructions on entering a spot check when a household member meets the criteria to be eligible for SNAP, but is currently without verification and a request has been submitted to USCIS, SSA or another federal agency.  It is also revised to correct spelling, for clarity and formatting.
MS 2915, Verification – SAVE, is revised to include the type of documentation provided and the I-94 admission number in the memorandum sent to Regional Office, to correct the form number of the Document Verification Request sent to USCIS to G-845, and to update that form G-845, along with scanned documentation, is sent electronically to USCIS.  It is further revised to state that a SAVE inquiry must be completed on eligible family members of trafficking victims and to update the local office procedures to include scanning the SAVE response into ECF when it is received from Regional Office and to correct the name of the SAVE verification system.  It is also revised to provide instructions on entering a spot check when a household member meets the criteria to be eligible for SNAP, but is currently without verification and a request has been submitted to USCIS, SSA or another federal agency.  It is also further revised for clarity and formatting.
MS 3160, Categorical Eligibility, is revised to change references from food benefits to SNAP and for formatting. 
MS 5210, Excluded Income, is revised to clarify that a signed repayment agreement is required for loans when a household receives payments from the same source for more than three months.  It is further revised to remove the reference of earned income tax credit payments received in advance, as now they are only paid one time per year.  It is also revised to correct an omission and for formatting.
MS 5220, Countable Income, is revised to clarify that a signed repayment agreement is required for loans when a household receives payments from the same source for more than three months.  It is further revised for formatting.

MS 5470, Allowable Shelter Deductions, is revised to state that client statement is accepted as verification if the household does not have written verification at the interview.  It is further revised to state that all households are encouraged to provide written verification or a collateral contact to verify shelter costs and to add examples of specific situations.  It is further revised for clarity and formatting.
MS 5485, Treatment of Homeless Households with Shelter Costs, is revised to state that client statement is accepted as verification if the household does not have written verification at the interview.  It is further revised to state that all households are encouraged to provide written verification or a collateral contact to verify shelter costs and to add examples of specific situations.  It is further revised for clarity and formatting.
MS 5490, Heating and Cooling Costs/Standard Utility Allowance, is revised to state that receipt of Low Income Home Energy Assistance Act of 1981 (LIHEAP) must be verified by the Heap Master Listing when a household states that it does not incur  out-of-pocket utility expenses and did not receive LIHEAP.  It is further revised for formatting.
MS 6102, Taking the Application, is revised to update case transfer procedures when an individual applies in a county other than the individual’s county of residence and to eliminate the use of form PAFS-25, Transfer of Case Record of Material.  It is further revised for formatting and clarity.

MS 6104, Joint Processing Procedure, is revised to change references from food benefits to SNAP and for formatting. 
MS 6105, Processing of PA Food Benefits Applications, is renamed Processing of PA SNAP Applications.  It is further revised to change references from food benefits to SNAP and to remove the reference to MS 6104 as it doesn’t pertain to potentially categorically eligible households anymore.  It is also revised for clarity and formatting. 
MS 6107, Changes Between PAFS and NAFS Food Benefits Cases, is renamed Changes Between PAFS and NAFS SNAP Cases.  It is further revised to remove the reference of transferring a case to the NAFS or PA unit, as it no longer applies, and to change references from food benefits to SNAP and for formatting.

MS 6780, Overview of Public Assistance (PA) Changes Affecting Food Stamp Cases, is renamed Overview of Public Assistance (PA) Changes Affecting SNAP Cases.  It is revised to change references from food benefits to SNAP.  It is further revised for clarity and formatting. 

MS 7000, Required Verification at Application, is revised to state that client statement is accepted as verification if the household does not have written verification at the interview.  It is further revised to state that all households are encouraged to provide written verification or a collateral contact to verify shelter costs and to add examples of specific situations.  It is further revised for clarity and formatting.
MS 7110, Timely Notice of Decrease, Discontinuance, is revised to change references from food benefits to SNAP and to add that the 10 day timely notice isn’t applicable during the recertification process.  It is further revised for clarity and formatting. 

MS 7115, Exceptions to Timely Notice Period – Food Benefits, is renamed Exceptions to Timely Notice Period – SNAP.  It is further revised to remove “Returned Mail” and “Incorrect Notice of Approval/Denial (KIM-105)” as an exception for issuing a notice of timely action.  It is also revised to change references from food benefits to SNAP, for clarity and formatting. 

Volume IIA

MS 4800, Move From County to County, is revised to update transfer procedures and eliminate the use of form PAFS-25, Transfer of Case Record or Material, when transferring cases between active/inactive ETP counties.  It is further revised for clarity and formatting.
