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 Checks can be returned to Central Office or to the local office by the payee.

[A.
Checks, including K-TAP, Kinship Care, The Supplemental Nutrition Assistance Program (SNAP) Employment and Training Program, KWP supportive services, State Supplementation, and FAD, which cannot be delivered are returned to Central Office.  The designated regional contact will receive notification via e-mail about returned checks and respond via e-mail within 5 work days.  The response authorizes the appropriate action to:]

1.
Cancel a check if:



a.
The recipient of the check died prior to the first day of the month for which the check was issued; or



b.
The recipient has moved and cannot be located, and mail sent to the recipient by the local or Central Office has been returned to the local office.  A check is not cancelled until procedures for returned mail in MS 0090 are completed and the recipient cannot be located.  If, after the check has been cancelled but prior to the last day of the month covered by the cancelled check, the location of the recipient becomes known, the check must be made available to the recipient. 
 

c.
The recipient voluntarily returned a check to avoid an overpayment.  



d.
A supportive services provider returns a duplicate payment.



[e.
A supportive services payment is returned due to an incorrect amount or provider on the check.  In this instance, the correct payment is issued on OTIS by the caseworker/case manager.]  

2.
Remail a check if return was due to an incorrect address and the current mailing address is established.  Take action to correct the address to ensure delivery of subsequent checks.

3.
Reissue a K-TAP, Kinship Care or State Supplementation check for the original amount if there has been a change in payee and the new payee is eligible for the original amount.  
[Do NOT change the payee for FAD or supportive services.  Cancel the erroneous payment on KAMES or OTIS and issue a new payment to the correct individual/provider.]

4.
Reissue the check, if a recipient of K-TAP or State Supplementation dies on or after the first day of the month for which the check was issued, to:



a.
The widow, parent, or guardian; or



b.
The executor or administrator of the estate.  If the check is reissued to an executor or administrator, obtain a copy of the executor or administrator appointment order as verification.

B. 
For mutilated checks, request the payee bring the remains of the mutilated or defaced check to local office.  Return the check with form PAFS-61, Notice of Returned Check and Authorization for Disposition, to:




Division of Family Support 



Family Self-Sufficiency Branch




K-TAP Section



275 E. Main St., 3E-I



Frankfort, KY  40621

[Annotate the envelope as to the type of check being returned, (e.g., Attention:  K-TAP, Kinship Care, SNAP ETP, and State Supplementation.]
  
Request the original check be replaced and mailed to the payee.
C.
Once the cancelled K-TAP, Kinship Care or State Supplementation check has been redeposited on the system, “CA” will appear in the benefit status field on inquiry.  Workers adjust the YY tracking screen on KAMES for the number of months of K-TAP receipt.
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