
Division of Family Support


Operation Manual



Transmittal Letter No. 386


May 1, 2011
Subject:   Incorporation of Clarifications and Various Changes 

Volume I is revised to state only one form of ID is required.  Volume II is revised to incorporate several policy clarifications and to change references from food benefits to SNAP.  Volume IIA is revised to change the reference in headers from FS Work Requirements to SNAP Work Requirements for MS 1050 through MS 4900; change reference in manual sections from NAAB to NAB; change reference from FSETP worker to ETP worker; change reference from FS to SNAP; add a statement that there are no procedures for curing an ETP disqualification in an inactive county which was previously erroneously removed; and to incorporate several policy clarifications.

VOLUME I
MS 0290, Security of EBT Cards, is revised to state that only one form of identification is required from a recipient who is picking up an EBT card. 

VOLUME II

MS 2300, Students, is revised to incorporate a policy clarification which states that if no natural, adoptive or stepparent resides in the same SNAP household as the child, another full-time student in the same SNAP household as the child may be considered an eligible student if he/she has parental control over the child and is not living with a spouse.  It is also revised to change a reference from food benefits to SNAP benefits. 

MS 2600, Basis for Treatment Center Participation, is revised to change references from food benefits to SNAP and to state that the letter some centers receive from the Department for Mental Health/ Developmental Disabilities and Addiction Services (DMH/DDAS) is good indefinitely and no subsequent review is conducted by DMH/DDAS. 

MS 2660, Center Responsibilities, and MS 2730, Group Living Responsibilities, are revised to state that the center should compare their list of active participants to their file of EBT cards to ensure they have either given the EBT cards to the participants as they leave, or have returned them to the local office.  MS 2660 is further revised to include that any EBT cards that are returned to the local office must be logged onto form EBT-5, Affidavit of Destruction, and destroyed and that when a client’s case remains active, he/she must call to request a new EBT card.  It is also revised to state that if a participant leaves the center but does not provide a new address, remove the verification of residency on KAMES so that the system will issue an RFI to the last known address and take appropriate action. 
MS 2900, Alien Status, is revised to change references from food benefits to SNAP.  It is also revised to clarify how a 40 quarters wage request is completed and the RDS/Document report number.

MS 2910, Verification of Alien Status, is revised to change references from food benefits to SNAP.  It is also revised to clarify a 40 quarters wage request is completed on Option P off the KAMES main menu. 

MS 3175, Verification at Application, is revised to state that if a client reports during an interview that he/she has resources, the worker must enter the client stated amounts. It is also revised to change the reference from food benefits to SNAP.
MS 3850, Representative Liability for Overissuances, is revised to incorporate a federal clarification that both the household and the representative are responsible for overissuances. 

MS 5210, Excluded Income, is revised to add that reverse mortgages are considered loans and are excluded income and to change the references from food benefits to SNAP. It is also revised to clarify that BAH payments paid to a third party by the employer to pay a household’s expenses are not considered as vendor payments.  BAH  payments shown on the LES are countable income.   
MS 5220, Countable Income, is revised to state that Incentive Therapy (IT) Program and Compensated Work Therapy Program payments through the Veteran’s Administration (VA), the dependent allowance that other states receive as part of their Unemployment Insurance (UI) payments, and Student Conservation Association (SCA) payments are countable income. It is also revised to change references from food benefits to SNAP and to add that holiday pay that is representative of ongoing income is countable. 
MS 5430, Allowable Medical Deductions, is revised to add that authorization by a licensed practitioner or other qualified health professional is sufficient verification for medical supplies. It is also revised to changed references from food benefits to SNAP.
MS 5440, Disallowable Medical Deductions, is revised to add an example of a reimbursable expense when a joint application for SNAP and MA is taken. It is also revised to change references from food benefits to SNAP.
MS 5470, Allowable Shelter Deductions, is revised to add that subsidy recapture payments are not an allowable shelter deduction unless the household has a verified continuing repayment agreement. 

MS 6210, Scheduling Recertifications, is revised to state if a client fails to keep a second appointment, his/her case will discontinue at the end of the recert period for failing to make and keep an appointment in the last month of his/her certification period rather than for failing to keep the initial appointment.

MS 6340, Conducting Out-Of-Office Interview, is revised to state that if a client states that he/she would like to come by the office to sign forms, a copy can be left at the front desk to sign the next business day.  If the client does not come in, the forms should be mailed no later than close of business the day after the phone interview was completed. 

MS 7000, Required Verification at Application, is revised to state that it is not necessary to verify zero on-going income when a household reports a termination of employment.  It is also revised to state that if a driver’s license is used to verify identity, it does not matter if the license has expired. It is further revised to state that if child support payments are made through KASES, use KASES Option 19, Case Summary Benefits Summary Inquiry, to verify the legal obligation and payments.
MS 7030, Required Verification at Recertification, is revised to state that if child support payments are made through KASES, use KASES Option 19, Case Summary Benefits Summary Inquiry, to verify the legal obligation and payments.
MS 7475, Food Benefits Case Documentation, is retitled SNAP Case Documentation, and is revised to change the reference from food benefits to SNAP.  It is further revised to clarify that a worker must document the date that an FS-1, Application for SNAP, was received, how it was received, and why the FS-1 is completed when a client chooses not to wait to be seen. 
MS 8220, Authorizing Replacements due to a Casualty Loss, is revised to state that stolen food is not considered a casualty loss and to change references from food benefits to SNAP. 
VOLUME IIA

The Table of Contents is revised to add the abbreviation (SNAP) after the Supplemental Nutrition Assistance Program. It is further revised to change the title of MS 1555 from “FS Work Registration for K-TAP Applicants” to “SNAP Work Registration for K-TAP Applicants”.

MS 1050, Frequently Used Terms, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP, FSETP to ETP, and NAAB to NAB. 

MS 1100, Overview, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from the FS program to the Supplemental Nutrition Assistance Program (SNAP).

MS 1550, Work Registration Procedures, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 1555, FS Work Registration for K-TAP Applicants is revised to change the header from FS Work Requirements to SNAP Work Requirements and the title to SNAP Work Registration for K-TAP Applicants.  It is further revised to change the reference from FS to SNAP.

MS 1650, Exemptions, is revised to change the header from FS Work Requirements to SNAP Work Requirements.   It is further revised to clarify the worker answers “Y” to the question “Verified unable to work” question on KAMES, when a written statement or FS-704 is provided and to include that a social worker can complete the form.  It is also revised to include an example of when a household member is exempt from work registration for a child under age of 6 not in the SNAP household.  It is also revised to clarify a member who appeals a UIB denial, remains exempt work registration during the appeal process. 

MS 1700, Loss of Exemption, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 1705, Loss of Exemption for 18-Year-Olds, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.  It is also revised to clarify that a member who turns 18 during a certification period is not required to work register until the next recertification. 

MS 1750, Change in Exemption, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 2000, ABAWD Overview, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 2100, ABAWD Work Requirements, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to clarify a member who resides in an ABAWD wavier county is exempt ABAWD work requirements.  It is further revised to add a statement that ineligible aliens are not required to cooperate with ABAWD activities but must be correctly target coded.

MS 2105, ABAWD Exemptions, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to clarify that in order to be exempt ABAWD due to the care of a child in the home under 18, the child must be a member of the SNAP household.

MS 2200, Target Codes, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker.

MS 2250, Components, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 2300, ABAWD Tracking, is revised to change the header from FS Work Requirements to SNAP Work Requirements. It is further revised to change the reference from FS to SNAP.

MS 2350, Changes in ABAWD Status, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 2355, Returning ABAWD, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 2450, Out of State ABAWD, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP and NAAB to NAB.

MS 2500, Procedures for Non-Exempt ABAWD, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP. 

MS 2550, Good Cause Determination, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 2600, Transportation “Excessive Expense” Good Cause Exemption, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 2700, ABAWD Noncompliance, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 2750, ABAWD Bonus Months, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 3050, ETP Overview, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker.

MS 3100, ETP Referrals, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker.

MS 3150, Volunteers, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 3300, EZ Inquiry, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker and NAAB to NAB.

MS 3400, Reporting Changes, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker and FS to SNAP.

MS 3500, Transportation Payment Procedures, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 3600, Authorizing Transportation Payments, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 3700, Conciliation Due to Noncompliance, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FSETP worker to ETP worker.

MS 3800, Imposing ETP Disqualifications, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 3850, ET Conciliation Met, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 3900, Curing Disqualifications, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 4000, Compliance Referrals, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 4205, Voluntary Quit/Reduction of Work Hours Identification, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to clarify a household is allowed to change the work registration exemption for who is responsible for caring for a child under age 6 at any time.

MS 4250, Good Cause for Voluntary Quit/Reduction of Work Hours, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 4300, Evaluating Acceptable Employment, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  

MS 4350, Noncompliance with other Work Programs, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 4450, Imposing Work Related Disqualifications, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 4500, Ending Work Related Disqualifications, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 4550, Penalties for Noncompliance, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from FS to SNAP.

MS 4800, Move from County to County, is revised to change the header from FS Work Requirements to SNAP Work Requirements.  It is further revised to change the reference from NAAB to NAB.  It is also revised to add a statement that there are no procedures for curing an ETP disqualification in an inactive county.

MS 4850, Reinstating after Erroneous ETP Disqualification, is revised to change the header from FS Work Requirements to SNAP Work Requirements.

MS 4900, Spot Checks and Reports, is revised to change the header from FS Work Requirements to SNAP Work Requirements. 







