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Subject:  Various Manual Section Revisions to Incorporate Business Process Redesign (BPR)

                                                      Volume I

MS 0310, Time Limit For Using EBT Benefits, is revised to remove the reference to “worker’s” and to change “Nutrition Assistance and Accountability Branch (NAAB)” to “Nutrition Assistance Branch (NAB)”.  It is further revised for formatting. 

MS 0320, Reconciliation of Issuances, is revised to change “Nutrition Assistance and Accountability Branch (NAAB)” to “Division of family Support (DFS)” and to remove the reference to local office worker.  It is further revised for formatting.  

MS 0340, Replacing EBT Card, is revised to remove the reference to “their”.  It is further revised for formatting.


Volume II

The Table of Contents is revised to remove MS 6108 and MS 6725 as they are now obsolete. It is further revised to change the title of MS 6210, Scheduling Recertifications, to Recertification Interviews. 

MS 2000, Definitions, is revised to include definitions for Call Services workers, Client Intake workers, Enrollment and Eligibility workers, and Support Services workers.  It is further revised for formatting.    

MS 2370, Noncompliance with Other Programs, is revised to change the term “food benefits” to SNAP.  It is further revised to remove the term “worker’s” DCSR.  It is also revised for formatting and clarity.     

MS 2510, Duplicate Participation of Residents of Shelters for Victims of Abuse, is revised to remove the reference to “their” worker.

MS 2660, Center Responsibilities, is revised for formatting. 

MS 2715, Supports for Community Living Programs, is revised to remove the reference to the local office.  It is further revised for formatting. 

MS 2730, Group Living Facility Responsibilities, is revised for formatting. 

MS 5500, Treatment of Utility Expenses, is revised to remove reference of “the worker’s” from “DCSR”.  It is further revised to clarify that when a LIHEAP spot check posts on the DCSR, the supervisor will assign a worker to act on it. It is also revised  for formatting, clarity and grammar.

MS 5510, Child Support Deduction, is revised to remove reference of “the worker’s” from “DCSR”.  It is further revised for formatting and clarity.

MS 5650, Budgeting Income, is revised to update the examples.  It is further revised for formatting and clarity.

MS 6000, Initial Contact - Responsibilities, is revised to remove the reference to the KAMES Agency Contact file and to add that all contact must be annotated on the appropriate log.  It is further revised to add that individuals must be advised of the Web Portal.  It is also revised for formatting, clarity, and grammar. 

MS 6010, Household Classification, is revised to change the references from food benefits to Supplemental Nutrition Assistance Program (SNAP).  It is further revised for formatting.  

MS 6020, Caseworker Responsibilities, is revised to add that the caseworker must thoroughly explain change reporting requirements and the Quality Control (QC) process to households.  It is further revised for formatting. 

MS 6100, Filing an Application, is revised to remove instructions to transfer a household’s case to the agency in the county of residence.  It is further revised to add the Web Portal as a means for the client to file an application.  It is also revised for formatting.

MS 6103, Who Signs the Application, is revised to change the references from food benefits to Supplemental Nutrition Assistance Program (SNAP).  It is further revised for formatting.

MS 6108, Changes In PAFS Cases, is deleted from the handbook as it no longer applies. 

MS 6125, Electronic Signature, is revised to state that the client’s PIN should NEVER be entered in case comments.  It is further revised for formatting. 

MS 6200, Scheduling Appointments for Applications, is deleted from the handbook as it no longer applies. 

MS 6210, Scheduling Recertifications, is revised to remove references to the client appearing for a scheduled appointment with reference to the client making contact with the agency.  It is further revised to remove the reference to the DCSR due to business process redesign and for formatting.

MS 6220, Scheduling Appointments for Working Recipients, is revised to change the title to Interviews for Working Recipients and to remove the reference to face-to-face interviews.  It is further revised for clarity and formatting. 

MS 6300, Requirement for Interview, is revised to remove the reference to face-to-face interviews.  It is further revised for formatting.

MS 6310, Types of Interviews, is revised to change food benefits to SNAP.  It is further revised to add the Web Portal as a means for the household to submit an application.  It is further revised for formatting. 

MS 6320, Scope of the Interview, is revised to add that the household must be verbally advised of the QC process and given pamphlet PAM-PAFS-343.2, Quality Control.  It is further revised for formatting and clarity.

MS 6330, Criteria for Out-of-Office Interview, is revised to remove the reference to the household having a hardship in order to be eligible for a phone interview and to add the reasons that a face-to-face interview is required.  It is further revised for formatting.

MS 6340, Conducting Out-of-Office Interview, is revised to remove reference to the client coming into the local office to sign the application.  It is further revised for formatting.

MS 6470, Delays in Processing, is revised to replace the reference to the client appearing for a scheduled appointment with reference to the client making contact with the agency.  It is further revised for formatting.

MS 6490, SNAP 6-Month Review Verification Requirements, is revised to add that income, or the lack of income, must be verified for each new adult household member. 

MS 6610, Shortening Certification Periods, is revised to clarify the only instances in which a certification period is shortened.  It is further revised for formatting.

MS 6705, Simplified Reporting Households, is revised to remove reference of “the worker”.  It is further revised to clarify policy on verifying reported changes.  It is also revised for formatting and clarity.

MS 6707, Simplified Reporting – Acting on Changes, is revised to remove “local office” references.  It is further revised to update action taken on a case when the client reports a change after cut-off, but is due a recertification the next month, and to update the example to incorporate different worker roles.  It is also revised for formatting and clarity.

MS 6725, Changes Reported on the Toll-Free 800 Number, is deleted from the handbook as it is obsolete.

MS 6732, Head-of-Household Change, is revised to state office processing procedures for new applications are followed when the head-of-household changes.  It is further revised to change “food benefits” to “SNAP”, for formatting and for clarity.

MS 7115, Exceptions to Timely Notice Period – SNAP, is revised to remove references of “caseload” and “worker”.

MS 7475, SNAP Case Documentation, is revised to incorporate documentation procedures from the Case Comment Outline/Guide.  It is further revised to state everyone that enters documentation on KAMES is required to conclude with their initials and caseworker ID.  It is also revised for formatting and clarity.



