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WAGES consist of salaries received from full-time or part-time employment where taxes are withheld prior to the recipient receiving pay.  Odd jobs, occasional, seasonal or contract employment are included when taxes are withheld prior to receipt of the income.  Exclude from wages reimbursement for transportation in performance of duties, if identifi​able.

Accumulated annual leave is considered as wages in the month the money is received with appropriate deductions allowed.  If income is received as back payment from employment or severance pay, see MS 3800.

Consider living allowances (stipends) paid by programs established under the National and Community Services Trust Act of 1993 (such as Americorp) as earned income and apply earned income disregards as appropriate.

Consider VISTA payments that equal or exceed the federal minimum wage or the state minimum wage, whichever is greater, as earned income.  Allow deductions as appropriate.  To determine if the VISTA payment equals or exceeds the applicable minimum wage, send a written request to:  State Director of ACTION, 600 Federal Place, Room 372-D, Louisville, KY.  40202.  

A.
VERIFICATION


1.
Pay stubs;


2.
Employer statement, either written or verbal; or


[3.
Electronic Income Verification (EIV).  See Volume IV, MS 3471.]

If new employment is report, spot check within 1 week of anticipated receipt of first check, not to exceed 6 weeks.

B.
CONSIDERATION

1.
To determine the estimated monthly income, verify and use income from all pay periods in the last two calendar months.  If the last two calendar months do not represent the ongoing situation (e.g., sick leave, holiday plant closing), use infor​mation available which best indicates the case members' ongoing income.

2.
To calculate the estimated monthly earned income DO NOT round cents before adding or multiplying hourly or daily earnings.  Round before adding or multiplying weekly, bi-weekly, semi-monthly, monthly, quarterly or annual amounts.

a.
Add gross income from each pay period.

b.
Divide the total by the number of pay periods considered.

c.
Multiply by 4 1/3 for weekly amounts, 2 1/6 for bi-weekly amounts and 2 for semi-monthly.  To manually convert by 4 1/3, multiply by 13 and then divide by 3; for 2 1/6, multiply by 13 and divide by 6.

d.
Round up or down to the nearest dollar to determine the monthly amount to be counted in the administratively feasible month.

EXAMPLE 1:  For Income Received Weekly

$88.14

rounded to
$88.00

 70.40



  

70.00

 75.63
 


  

76.00

 69.11
    


  

69.00

 71.00



  

71.00

 87.50



  

88.00

 83.23



  

83.00

 69.77



  

70.00








    equals   

$615.00

$615.00 divided by 8 equals $76.88 average weekly rounded to $77.  $77 x 4 1/3 equals $333.67 rounded to $334.  

EXAMPLE 2:  For Earned Income Received Bi-weekly

$153.50 


rounded to
$154.00

 165.75


 
166.00

 169.35
 


169.00

 158.00
 


158.00







equals
$647.00

$647 divided by 4 equals $161.75 average bi-weekly rounded to $162.

$162 x 2 1/6 equals $351.00.

     EXAMPLE 3:  For Earned Income Received Semi-Monthly

$158.45


rounded to
$158.00

 225.72


 
226.00

 190.00


 
190.00




 195.60


 
196.00







equals
$770.00

$770 divided by 4 equals $192.50 average semi-monthly rounded to $193.

$193 x 2 equals $386.

EXAMPLE 4:  For Earned Income Received Monthly

$351.55


rounded to
$352.00

 330.78


 
331.00


equals
$683.00

$683 divided by 2 equals $341.50 average monthly rounded to $342.


3.
Count gross income.  Garnishments on salary ARE NOT deducted.

C.
If the income in the prior two months is NOT representative of the ongoing situation due to a change of circumstances which occurred or 

will occur, calculate the best estimate of the monthly income in the following manner:

1.
If the change in circumstances results in change in the number of hours to be worked, multiply the number of estimated hours per pay period (use employer statement) by the current pay rate for the period and convert by 4 1/3, 2 1/6, 2 or 1, whichever is appropriate.  

2.
If the change in circumstances results in a change in the pay rate, multiply the number of hours worked per pay period in the prior two months by the new pay rate.  Divide the result by the number of pay periods in the prior two months and con​vert by 4 1/3, 2 1/6, 2 or 1, whichever is appropriate.

D.
If the income has recently begun or the recipient changed jobs and the recipient has not received two calendar months of income, anticipate the monthly income by computing an amount based on:

1.
The hourly rate multiplied by the estimated number of hours to be worked during the pay period and convert; or

2.
The daily rate multiplied by the number of days to be worked in the pay period and convert.

E.
If the recipient reports that the income is ending:

1.
Determine the last date the recipient will receive the income.

2.
Recalculate the case based on the income amount to be re​ceived.  

EXAMPLE:  The recipient reported in November that her job is ending and that she will receive one pay check in December.  If the report is received before the November cutoff, count only the one paycheck anticipated for December and then remove the income for January.  

If the report is received after the November cutoff, remove the income effective January.  

F.
DOCUMENT in the case record the reason less than the last two calen​dar months of income was used in the calculation, method of verifi​cation, and how the monthly amount was calculated.  If the estimated income DOES NOT accurately reflect the anticipated ongoing circumstances, spot check the case and recalculate the income utilizing verified income.  However, if the estimated income accurately reflects the anticipated ongoing circumstances, recalculate the best estimate at recertification or six months, whichever comes first.
