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ABBREVIATIONS/ACRONYMS

ACP Address Confidentiality Program

ADAPT Application Benefit Delivery Automation Project

ADH Administrative Disqualification Hearing

APECS Automated Program to Enforce Child Support

ATP Authorization to Participate

BEERS Benefit Exchange Earnings Report

BENDEX Beneficiary Data Exchange

CSR Customer Service Representative

DCSE Division of Child Support Enforcement

DMV Department of Motor Vehicles

DRS Disqualified Recipient Subsystem

DSNAP Disaster Supplemental Nutrition Assistance Program

EBT Electronic Benefits Transfer

EW Eligibility Worker

FIPS Federal Information Processing Standard

FmHA Farmers Home Administration

FNS Food and Nutrition Service

GR General Relief — Unattached Child

HUD Department of Housing and Urban Development

IDA Individual Development Account

IEVS Income Eligibility Verification System

INA Immigration and Naturalization Act

INS Immigration and Naturalization Service

IPV Intentional Program Violation

IRS Internal Revenue Service

LIHEAP Low Income Home Energy Assistance Program

NA Nonassistance

ORR Office of Refugee Resettlement

PA Public Assistance

PIN Personal Identification Number

POS Point-of-Sale

QA Quality Assurance

SAVE Systematic Alien Verification for Entitlement

SDX State Data Exchange

SNAP Supplemental Nutrition Assistance Program

SNAPET SNAP Employment and Training Program

SOLQ-I State Online Query - Internet

SPIDeR Systems Partnering in a Demographic Repository

SSA Social Security Administration

SSi Supplemental Security Income

SSN Social Security Number

SVES State Verification Exchange System

TANF Temporary Assistance for Needy Families

USDA United States Department of Agriculture

USCIS United States Citizenship and Immigration Services
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VA Veterans Administration

VaCAP Virginia Combined Application Project
VDSS Virginia Department of Social Services
VEC Virginia Employment Commission
WIA Workforce Investment Act
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Unless otherwise defined in specific chapters of this manual, terms defined in this section will
apply whenever the term is used.

Administrative Disqualification Hearing (ADH) - An administrative disqualification hearing is an
impartial review by a hearings officer of a household member's actions to determine whether or
not the member committed an Intentional Program Violation (IPV).

Application - The official request for SNAP benefits. An application may be classified as an
initial or new application, a reapplication, or a recertification. See also entries for the application
classifications.

Disabled Person - The definition of a disabled person that follows must be used for the:
o Determination of group home eligibility;

Allowance of medical expenses;

Allowance of unlimited shelter expenses

Use of net-only income limits in determining income eligibility;

Evaluation of conditionally-eligible immigrants;

Allowance of the $3,000 resource limit;

Allowance of a 24-month certification period; and

Exemption from 6-month interim reporting requirements.

A disabled person is one who:

a. Is certified to receive or is actually receiving Supplemental Security Income (SSI)
benefits or disability or blindness payments under one of the following titles of the Social
Security Act:

1. Title I, Grants to States for Old Age Assistance and Medical Assistance for the Aged;
2. Title Il, Federal Old Age, Survivors, and Disability Insurance Benefits;

3. Title X, Grants to States for Aid to the Blind;

4. Title XIV, Grants to States for Aid to the Permanently and totally Disabled; or,

5. Title XVI, Supplemental Security Income for the Aged, Blind and Disabled.

This includes SSI presumptive disability payments (regular SSI Benefits for a three-
month period paid to persons who will most likely meet SSI disability criteria), and SSI
emergency advance payments (a single $100 SSI payment provided to persons who

appear to meet the SSI eligibility criteria who are considered in need of immediate
assistance).

b. Is certified to receive or receives an Auxiliary Grant.

C. Is certified to receive or receives disability retirement benefits from a governmental
agency because of a disability considered permanent under Section 221 of the Social
Security Act.
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Is certified to receive or receives an annuity payment under Section 2(a)(1)(iv) of the
Railroad Retirement Act of 1974 and is determined to be eligible to receive Medicare by
the Railroad Retirement Board; or Section 2(a)(i)(v) of the Railroad Retirement Act of
1974 and is determined to be disabled based upon the criteria used under Title XVI of
the Social Security Act.

Is a veteran with a service-connected or nonservice-connected disability rated or paid as
total (100%), or is considered in need of regular aid and attendance or permanently
housebound under Title 38 of the U.S. Code.

Is a surviving spouse of a veteran and considered in need of aid and attendance or
permanently housebound or a surviving child of a veteran and considered to be
permanently incapable of self-support under Title 38 of the U. S. Code.

Is a surviving spouse or child of a veteran and entitled to compensation for a service-
connected death or pension benefits for a nonservice-connected death under Title 38 of
the U. S. Code and has a disability considered permanent under the Social Security Act.
For the purpose of this chapter, "entitled" means those veterans' surviving spouses and
children who are receiving the compensation or benefits stated or have been approved
for such payments, but are not receiving them.

For any household member claiming a permanent disability that is questionable, i.e., not
apparent to the EW under this item of the definition of disability, the household shall, at
the local agency's request, provide a statement from a physician or licensed or certified
psychologist to assist the local agency in making a disability determination.

Is a recipient of disability related medical assistance under Title XIX of the Social
Security Act.

Is a recipient of Federal Employee Compensation Act (FECA) payments for permanently
disabled employees who opt for FECA benefits in lieu of Civil Service Retirement
benefits. Temporary FECA payments to people temporarily injured on the job do not
satisfy the definition of disability.

A less restrictive definition of disability is used for other policies such as the work requirement,
work registration, and student identification and eligibility.

Disqualified Recipient Subsystem (DRS) - A nationwide central database of persons who have
committed Intentional Program Violations (IPV).

Homeless Household - A household that lacks a fixed and regular nighttime residence or a

household whose primary nighttime residence is:

a.

A supervised shelter designed to provide temporary accommodations (such as a welfare
hotel or emergency shelter);

A halfway house or similar institution that provides temporary residence for individuals
who would otherwise be in an institution;
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C. A temporary accommodation in the residence of another. (Temporary is defined here as

having been in the home for not more than 90 days as of the date of application); or

d. A place not designed for, or ordinarily used as a regular sleeping accommodation for
human beings (e.g., as a park, bus station, hallway, lobby or similar places).

Initial or New Application - The first application for SNAP benefits filed in a locality by a
household. If the household subsequently moves to another locality, the first application taken
in the new locality is also a new application.

Intentional Program Violation (IPV) - An intentional program violation consists of any action by
an individual of having intentionally:

a. Made a false or misleading statement to the local agency, orally or in writing, to obtain
benefits to which the household is not entitled. An IPV may exist for an individual even if
the agency denies the household's application;

b. Concealed information or withheld facts to obtain benefits to which the household is not
entitled; or
C. Committed any act that constitutes a violation of the Food and Nutrition Act, SNAP

regulations, or any State statutes relating to the use, presentation, transfer, acquisition,
receipt, or possession of SNAP access devices.

An IPV is also any action where an individual knowingly, willfully and with deceitful intent uses
SNAP benefits to buy nonfood items, such as alcohol or cigarettes, uses or possesses
improperly obtained access devices, or trades or sells access devices.

Migrant Farm Worker - A farm worker who had to travel for farm work and who was unable to
return to the permanent residence within the same day. See also Seasonal Farm Worker.

PA Case - A public assistance (PA) SNAP case is any case in which all household members
receive or are authorized to receive income from the Temporary Assistance for Needy Families
(TANF), General Relief — Unattached Child (GR) or Supplemental Security Income (SSI)
Program. Any case that contains at least one member who does not receive TANF, GR -
Unattached Child or SSl is a nonassistance (NA) SNAP case. "Authorized to receive" income
includes instances when approved benefits are not accessed, are suspended or recouped, or
are less than the minimum amount for the agency to issue a payment.

Households that receive TANF Diversionary Assistance payments will be considered a PA case
for as long as the diversionary assistance is intended to cover. The month after the diversionary
assistance period of ineligibility expires will be when the PA status ends.

A PA case also includes a case in which any member receives or is authorized to receive a
service from a program funded by the TANF block grant. Service programs must derive more
than 50 percent of their funding from the TANF block grant or from state funds intended to meet
the Maintenance of Effort (MOE) for TANF funding. (The VIEW Transitional Payment is
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state-funded to meet the MOE obligation.) These programs must be for the purposes of:

a. assisting needy families;
b. promoting job preparation, work and marriage;
C. preventing or reducing out-of-wedlock pregnancies, provided the program imposes a

200 percent of poverty income guideline; or

d. promoting two-parent families, provided the program imposes a 200 percent of
poverty income guideline.

A child removed from the TANF grant because of noncompliance with school attendance
requirements continues to be a PA recipient, for SNAP purposes, as long as the TANF case
status remains active.

A case will be a PA unit as long as each household member derives some income from
TANF, GR - Unattached Child or SSI or at least one person receives a TANF service, which
benefits the entire household. A case will also be a PA case as long as the PA income
counts toward SNAP eligibility or benefit amount, such as in the case of the Noncompliance
with Other Programs policy of Part XII.D.

Reapplication - A reapplication is processed as an initial or new application. A reapplication

is:

a. An application that is filed after an adverse or negative action. An adverse or
negative action is a denial of an application or termination of an ongoing case.

b. An application filed when more than a calendar month has elapsed after the last
certification end date.

Recertification - The term recertification may refer to an application or the process of
renewing eligibility and entitlement to benefits. A recertification application is an application
filed before the certification end date or in the calendar month after the certification end date,
provided the application does not follow an action to close the case.

Seasonal Farm Worker - An individual employed by another in agricultural work of a seasonal
or other temporary nature. This includes employment on a farm or ranch performing
fieldwork such as planting, cultivating or harvesting, or employment in related activities such
as canning, packing, seed conditioning or related research, or processing operations.

Trafficking - The buying or selling Electronic Benefits Transfer (EBT) cards or benefits for
cash or consideration other than eligible food; or for the exchange of firearms, ammunition,
explosives, or controlled substances.
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SUBJECT PART.CHAPTER(SUBPART)
Adequate Notice 14.E
exceptions to sending notice 14D
Administrative Disqualification Hearings

(ADH)

attendance at ADH 19.R(1)
conduct of the ADH 19.R
implementation of ADH decision 19.T
initiation of the ADH 19.P
introduction to ADH 19.0
notification of ADH decision 19.S
responsibility of agency 19.R(4
responsibility of hearing officer 19.R(2)
rights of household 19.R(3)
scheduling the ADH 19.0
Advance Notice of Proposed Action 14.D
exceptions to sending notice 14D
Aliens (See Immigrants) 7.F
Allotment Reduction to Repay Claim 17.F(1)
Allotment Tables 23.B
Appeals (See Hearings)

Application Processing 2.A
agency action 2.B

after application date 2.B(3

at initial contact 2.B(1

on application filing date 2.B(2)
availability of form 2B
categorical eligibility 2.G(3
certification notices 2.1
contacting wrong locality 2.B(5
contacting other states 2.E(3
delays in processing 2.F

filing 2.B
household cooperation 2.C

new application (definition) efinitions
online applications 2. Appendix Il
prior participation in another locality 2.E(3)
prorating benefits 13.D
reapplication (definition) Definitions
recertification (definition) Definitions
reinstatements 2.F(5

time standards 2.E;5.C
use of same application for two decisions 13.A
verification requirements 3.A
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SUBJECT PART.CHAPTER(SUBPART)
withdrawing 2.B(4)
Authorized Representatives

documentation and control 2.H(4)
group living arrangements 2.H(6)
making application 2.H(1
restrictions on appointment 2.H(3)
treatment centers 2.H(5)
using benefits 2.H(2
Battered Women's Shelters 7.C
Benefit Use 1.C
Boarders

cost of doing business 12.B(2)
definition of 6.B(1)
income from 12.B(1)
making boarder determination 6.B(2)
Calculating Benefits for Large Households 23.A
Cancellation of Benefits

definition of 21.B(2
operating procedures 21.E
Categorical eligibility 2.G(3
Certification Notices

initial and reapplication 2.1(1);4.B
recertification 2.1(2); 4.B
Certification Periods 4.A
adjusting periods for Transitional Benefits 4.D(3

lengthening periods
shortening periods prohibited

Changes During Certification Period
agency action on changes

changes in public assistance

failure to report changes

mass changes

pending applications

reduction due to disqualification
required to report

termination due to disqualification
time frame for reporting changes

Child Support Expense
verification of
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SUBJECT PART.CHAPTER(SUBPART)
Citizenship 7.F
verification of 7.F(3); 3.A
Claims/Overissuances

calculating claim amount 17.C

changes in household composition 17.1
delinquency 17.J
discharged through bankruptcy 17.P
establishing 17.D

general description 17.A

initiating collection 17.E

methods of collecting 17.F

offsetting restored benefits 16.B(5); 17.F(5)
submission of payments 17.0Q
terminating collection 17.K

types of claims 17.B
Collateral Contacts 3.A(3
Combined Application Project 2. Appendix Il
Computation of Gross and Net Income 13.C

Contract Income 12.F
Cooperation of Household 2.C

Day Care Providers 12.A(7
Deductions

child support 10.A(6
dependent care 10.A(3)
earned income 10.A(2)
evaluating expenses that result in deductions 13.B
homeless shelter allowance 10.A(7
medical 10.A(5)
shelter 10.A(4
standard 10.A(1)
verification of 10.B; 3.A.(1
Dependent Care Expense 10.A(3)
verification of 3.A(1
Destitute

definition of 5.F

Disability

definition of

verification of
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SUBJECT PART.CHAPTER(SUBPART)
Disaster SNAP Benefits 20
Disclosing Information 1.H
Disqualified Persons

allowable deductions 12.E(3
income of 12.E(2)
eligibility/benefit level 12.E(4)
nonhousehold members 6.C(2
resources of 12.E(1)
Documentation 3.C
Drug/Alcohol Treatment Centers

authorized representatives 2.H(5
participation in Food Stamps 7.C(1)
residents of 7.C(1)
responsibilities of 6.E(1)
Earned Income 11.C
deduction 10.A(2
Educational Benefits 11.F(16)
Ethnic Codes 1.F
Excluded Income 11.F
Expedited Services

certification procedures 5.E
checklist 24
entitlement to 5.A,
identifying expedited households 5B
migrants and seasonal farm workers 5.A(2); 5.F
processing standards 5.C
verification procedures 5.D
Expenses (See Deductions)

Family Based Social Services Policy 1J

FIPS Codes 1,APPENDIX |
Forms 24

Foster Care Children 6.A

Fraud Claims (See Intentional Program

Violation Claims)
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SUBJECT PART.CHAPTER(SUBPART)
Gross Income Limits 11.A
Group Living Arrangements

authorized representatives 2.1(6)
eligibility of residents 7.C(3)
responsibilities of 6.E(2
Head of Household 6.D
Hearings

administrative disqualification hearings 19.0
conference with client 19.E
decision implementation 19.N; 19.T
definitions 19.A(2)
denial/dismissal of request for 19.1

duties of hearing officer 19.L
events of 19.K
participation during appeal process 19.F
procedure 19.J
request for 19.C
responsibilities of hearing authority 19.H

right of appeal 19.B

role of DSS Commissioner 19.A1
summary of facts 19.G

time limit for requesting 19.D
History of SNAP 1B

Home Visits 3.A3
Homeless Households

Definition of Definitions
Shelter Standard 10.A(7)
Households

eligibility and benefit levels 13.A
children in foster care 6.A(3
composition 6.A; 13.A(1
general criteria 6.A(1)
individuals frequently away from home 6.A(6)
required household members 6.A(2)
Identity

verification of 3.A(1); 5.D
IEVS (Income Eligibility Verification System) 3.F
advance notice requirements 14.D
Immigrants

conditionally eligible 7.F(2)
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SUBJECT PART.CHAPTER(SUBPART)

eligible immigrants 7.F(1)

qualified 7.F(2)

reporting illegal immigrants 7.F(5

sponsored 12.C

verification of 3.A; 7.F(2

In

11.F(3)

Income

anticipating income

contract income

converting income to monthly amounts
countable

earned income

educational income

eligibility standards

excluded household members' income
excluded income

military

unearned income

verification of

Income Eligibility Verification System (IEVS)
advance notice requirements

Interim Report Filing
exemptions from filing
report filing

Issuance of Benefits
Interviews

Joint Ownership of Property
Joint Processing

Legal Aid Projects

Loans
verification of

Lump Sums
Medical Expenses/Deduction
evaluating expenses

verification of

Migrants and Seasonal Farm workers

Kind Benefits
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SUBJECT PART.CHAPTER(SUBPART)
definition of Definitions
destitute definition 5.F
expedited criteria 5.A
Military Income 11.D

Net Income Limits 11.A
Nondiscrimination 1E
complaints 1.E(1
public notification 1.E(2); 1.1
Nonfinancial eligibility criteria 7.A
Nonhousehold Members 6.C
Notice of Expiration 4.C(1); 24
Notice to Client of Eligibility, Denial or 1.J;4.B
Pending Status

Odd Supplemental Allotments ($1, $3, and 14.F; 23.
$5)

Opportunity to participate 2.E(1
Overissuance (See Claims)

Parental Control 6.A(2
Participation in More Than One Unit 6.A,
Personnel 1.D
Posters and Pamphlets 11
Principal Wage Earner 6.D
Processing Standards

delays 2.F
denying application 2.E(2
expedited 5.C
normal 2.E
opportunity to participate 2.E(1
prior participation in another locality 2.E(3)
recertification 4.C(5)
Program Information Activities 11
Proration of Benefits 13.D
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SUBJECT PART.CHAPTER(SUBPART)
Prudent Person Concept 1K

Public Assistance SNAP Case Definitions
Public Assistance Penalty Income 12.D

Purpose of SNAP 1.A

Quiality Assurance Reviews 26.A
cooperation with review 2.C
Questionable Information 3.A(2

Racial Codes 1.F
Recertification

household failure to act 4.C(6
interviews 4.C(3); 4.C(6)
mandatory review for 24 month period
4.C(8)

processing standards 4.C(2); 4.C(5)
timely application 4.C(2); 4.C(5
verification requirements 3.D
Reduction, Suspension or Cancellation of 21.C;21.D
Benefits

definitions 21.B
operating procedures 21.E
Reduction, Termination due to 14.A(6
Disqualification

Reinstatements 2.F(5

Rental Property Income

Replacement

benefit replacement

EBT card

card replacement fee
crediting fee

food destroyed in a disaster

Request for Contact

Residency
verification of

Residents of Institutions
eligible residents

11.C(2); 11.E(6)
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SUBJECT PART.CHAPTER(SUBPART)
Resources
exempt resources 9.D
handling of exempt funds 9.E
joint bank accounts 9.C
limits 9.B
nonexempt resources 9.C
transfer of resources 9.F
value of 9.A
verification of 3.A(1
Responsibility for Obtaining Verification 3.B
Restoration of Lost Benefits
changes in household composition 16.E
computation of 16.B
disputed amount 16.G
general description 16.A
method of restoring 16.C
offsetting against overpayment 16.B(5
record keeping 16.F
restoring benefits to households not residing
in the

locality 16.D
Retention of Cases When Households Leave 14.A(7
Locality
Retention of Records 1.G

SAVE

Seasonal Farm worker (See also Migrant
Farm worker)
definition of

Self

allowable costs for day care providers
allowable costs of producing
averaging

boarders

capital gains

costs not allowed

definition of

depreciation

determining monthly income

net loss from farming or fishing

Shelter Expenses/Deduction

7.F(3); 7 APPENDIX I

Definitions

employment Income
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SUBJECT PART.CHAPTER(SUBPART)

verification of 3.AQQ)

Shelters for Battered Women and Children 7.C

Sick Pay as Income 11.C(1)

SNAP Employment and Training Program

8.A;25
appeals/hearings
assessment
changes/transfers
contracts

local plans

program components
referral

sanctions
social/supportive services
statistics and reporting
volunteers

Social Security Numbers
ending disqualification

failure to comply

good cause for noncompliance
obtaining a number
requirements for participation
verification of

Strikers
definition of
determining eligibility:

7.D(2)

7.D(3

7.D(4

Students

definition of

earnings of children

educational income

exemptions

income, resources of ineligible students

Supplemental Allotments

Suspension

SNAPET (Also see Work
Registration)
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Telephone Expense as a Shelter Cost 10.A(4)
Training Allowances as Income 11.C(3
Transfer of SNAP Cases

exceptions 14.A(8)(b)
receiving agency 14.A(8)(d)
transferring agency 14.A(8)(e)
Transitional Benefits for Former TANF

Recipients

benefit calculation 12.H(2)
eligibility 12.H(1)
procedures 12.H(3
Underpayments (See Restoration)

Unearned Income 11.E

Utility Standard 10.A(4
VaCAP (Virginia Combined Application 2. Appendix Il
Project)

Vendor Payments 11.F(3)
Verification

at application 3.A

changes during certification period 3.E; 14.A(2
checklist 3.A(4); 24
expedited 5.D

Interim Report 14.A(8
mandatory 3.A(1
guestionable information 3.A(2
recertification 3.D; 4.C
responsibility for obtaining 3.B

sources of 3.A.(3
Virginia Combined Application Project 2. Appendix Il
(VaCAP)

Voluntary Quit

at application 8.B(3)
determination of 8.B(2)

ending disqualification 8.B(6)
exemptions from provisions 8.B(1

for participating households 8.B(4)

good cause 8.B(7)
household composition changes after 8.B(5
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sanction

sanction periods for 8.C
verification of 8.B(8)

Voter Registration 2. Appendix |
Wages as Income 11.C(1)

held by an employer 12.G

Work Reduction

at application 8.B(3)
determination of 8.B(2

ending disqualifications 8.B(6)
exemptions from provisions 8.B(1)

for participating households 8.B(4

good cause 8.B(7)
household composition changes after 8.B(5)
sanction

sanction periods for 8.C
verification of 8.B(8

Work Registration

exemptions from 8.A(1)

method and frequency of 8.A(2)
noncompliance with 8.A(4

sanction periods for 8.C

Work Requirement

general provisions 15.A

exempt localities 15. Appendix 1
exemptions from 15.B

regaining eligibility 15.C
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A. PURPOSE OF THE SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM

A goal of the Supplemental Nutrition Assistance Program (SNAP) is to reduce hunger and
increase food security. The Program permits low-income households to have a more nutritious
diet through normal channels of trade by increasing the food purchasing power for eligible
households. The Program also provides food when there is a disaster.

This manual provides SNAP certification procedures for Virginia. The Virginia Electronic Benefits
Transfer (EBT) Policy and Procedures Guide provides guidance for the issuance of EBT cards to
eligible households.

B. HISTORY OF THE SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM

The Food Stamp Program started in four Virginia localities (Lee, Wise, Dickenson and the City of
Norton) during the pilot phase of its development before the establishment of the permanent
program on a national basis. Through requests to operate the Program from local governing
bodies, more than 70 localities in Virginia expanded the Program by June 1974. President Nixon
signed the Farm Bill into law in August 1973 that required nationwide implementation of the Food
Stamp Program effective July 1, 1974. Nationwide implementation of the Food Stamp Program
eliminated the Surplus Commodity Program which was an alternate food program available to
localities.

The Food Stamp Act of 1964 authorized the Food Stamp Program on a permanent basis. The
Food Stamp Act of 1977 and subsequent amendments amended the 1964 Act and is the basis of
the current Supplemental Nutrition Assistance Program. Provisions of the Food, Conservation
and Energy Act of 2008 renamed the Food Stamp Act of 1977, as amended, to the Food and
Nutrition Act of 2008 and renamed the Food Stamp Program as the Supplemental Nutrition
Assistance Program (SNAP).

The U.S. Department of Agriculture administers SNAP nationally through the Food and Nutrition
Service (FNS). In Virginia, local departments of social services operate the Program at the
county/city level under the supervision of the Virginia Department of Social Services.

C. BENEFIT ISSUANCE AND USE

Eligible households receive SNAP benefits electronically. Households receive a plastic EBT card
with a magnetic stripe and use a personal identification number (PIN) to access the benefits.

The local agency must inform eligible households how to access their benefits through EBT and
the proper use of the benefits, as described in this chapter. The agency must also assist
households who have difficulty in accessing their SNAP benefits, such as households comprised
of elderly or disabled members, homeless households or those without a fixed mailing address.
For example, the agency might assist an elderly person who is housebound in finding an
authorized representative who might access the household’s benefit account and shop for
groceries on behalf of the household. To ensure timely participation, the agency should
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issue a vault card to Address Confidentiality Program participants who elect to use a
substitute mailing address. See Part VII.B.

When households reapply for benefits or renew their eligibility, the EW must determine through
discussion with the household if another EBT card is needed.

The Cardholder, the Case Name or authorized representative, should sign the EBT card upon
receipt Eligible households may use the EBT card at any retail store or other food vendor
authorized by USDA to accept SNAP benefits. Authorized retailers may display a sign indicating
authorization that reads, "We accept SNAP Benefits" or similar language, or that displays the
QUEST logo.

In certain circumstances, eligible households may use SNAP benefits to purchase meals through:

nonprofit meal delivery services, such as Meals-On-Wheels, or feeding sites for the elderly;
authorized drug addiction and alcoholic treatment and rehabilitation centers;

certain group living arrangements;

shelters for battered women and children; and

authorized nonprofit establishments that feed homeless persons and restaurants authorized to
accept SNAP benefits.

Households may purchase any food or food product for human consumption with SNAP benefits.
Households may also purchase seeds and plants for use in gardens to produce food for the
personal consumption by the eligible household.

Households may not use SNAP benefits to purchase or pay for the following:

= alcoholic beverages or tobacco;

= hot foods ready for immediate consumption or food to eat on the store’s premises;

= pet foods, soap products, paper products, or other non-food items usually available in a
grocery store; or

» to pay back grocery bills.

During the certification interview, the EW should advise the applicant to separate eligible items
from ineligible ones at the checkout counter, when making purchases using SNAP benefits,
unless the store is electronically programmed to identify eligible and ineligible items. The
household should also advise the cashier beforehand of the intent to use SNAP benefits if
electronic programming is not available to denote SNAP benefits or when the household will use
EBT in conjunction with other payment methods.

Field offices for the USDA are responsible for authorizing retailers to accept SNAP benefits and
are responsible for ensuring compliance of SNAP regulations by retailers. The Richmond Field
Office (637) is responsible for Virginia localities. Contact information is:

Food and Nutrition Service, USDA Telephone:  (804) 287-1710

1606 Santa Rosa Road, Suite 129 Fax: (804) 287-1726
Richmond, Virginia 23229
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D. PERSONNEL AND OFFICE OPERATIONS (7 CFR 272.4(a))

The local agency must provide qualified employees necessary to take prompt action on all
applications. Local agency employees who certify households for participation in the
Supplemental Nutrition Assistance Program must meet the same personnel standards as those
used by the local agency for personnel who certify applicants for benefits under the federally
aided public assistance programs. Only qualified local agency employees may conduct the
interview of applicant households required by Part II.D and determine the household's eligibility or
ineligibility and the level of benefits. In addition, only authorized employees or agents of the state
or local agency, or a local issuing agency may have access to EBT cards or the EBT
administrative terminal.

The local agency must provide timely, accurate, and fair service to SNAP applicants and
participants. Each local agency must establish office procedures and operations that
accommaodate the needs of the populations it serves. Populations with special needs may include
households with elderly or disabled members, homeless households, households with members
who are not proficient in English, and households with members who work during normal office
hours.

E. NONDISCRIMINATION

Federal law and the Virginia Human Rights Act, Virginia Code 82.2-2632 et seq., bar
discrimination on the basis of age, race, sex, disability, religious creed, national origin, and
political belief. The following civil rights laws apply for SNAP:

e The Age Discrimination Act of 1975, 42 U.S.C. 86101 et seq.

e Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 8794

e The Americans with Disabilities Act of 1990, 42 U.S.C. 812101 et seq.

o Title VI of the Civil Rights Act of 1964, 42 U.S.C. §2000d et seq.

Virginia has established procedures to ensure fair and equitable treatment of applicants and
recipients of public assistance. The local department of social services must assure that no
person will be subjected to discrimination on the grounds of age, race, color, sex, disability,

religious creed, national origin, or political belief.

Key Principles
Compliance with these laws assures that equal opportunity exists for persons with disabilities to

benefit from all aspects of public assistance programs, including access to the proper support
services to enable such individuals to work and to keep their families healthy, safe and intact.
“Individualized treatment” and “effective and meaningful opportunity” are two key principles that
underlie the bar on discrimination against people with disabilities.

Individualized Treatment

“Individualized treatment” requires that individuals with disabilities be treated on a case-
by-case basis consistent with facts and objective evidence. Individuals with disabilities
must not be treated on the basis of generalizations and stereotypes.
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Effective And Meaningful Opportunity

“Effective and meaningful opportunity” means that individuals must be afforded meaningful
access to SNAP so that individuals with disabilities benefit from and have meaningful
access to SNAP to the same extent as individuals who do not have disabilities.

Legal Requirements

In order to implement these two principles, the following legal requirements must be met:

e Ensure equal access through the provision of appropriate services to people with
disabilities.

e Modify policies, practices and procedures to provide such equal access.
e Adopt nondiscriminatory methods of administration in the program.

Applicability to All Staff, Contractors, Vendors at the State and Local Levels

In compliance with the federal laws, Virginia does not discriminate against people with disabilities
in SNAP. This policy applies to all Department of Social Services state and local staff. The policy
also applies to agencies and entities contracted with for services. State and local agencies must

ensure that contractors and vendors do not subject recipients to discrimination.

Definition Of A Person With A Disability

Federal law protects individuals with a “disability” This term is defined to mean a person who has
a physical or mental impairment that substantially limits one or more of the major life activities of
that individual, a person who has a record of such an impairment, or a person who is being
regarded as having such an impairment. See Definitions for a detailed definition for SNAP
applicability.

1. Discrimination Complaints - People who believe that they were subject to discrimination
may file a complaint by calling (800) 795-3272 (voice) or (202) 720-6382 (TTY) or by
writing:

U.S. Department of Agriculture

Director, Office of Adjudication and Compliance
1400 Independence Avenue SW

Washington, D.C. 20250-9410

State and local social services agencies must accept all written or verbal complaints of
discrimination, log the complaint and forward them within five work days to the Department
of Agriculture address above or below and to the Virginia Department of Social Services.

Civil Rights/EEO Director
USDA - Mid-Atlantic Region
300 Corporate Boulevard
Robbinsville, NJ 08691-1598
Telephone — (609) 259-5123
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Civil Rights Program Administrator
Virginia Department of Social Services
801 East Main Street

Richmond, Virginia 23219-3301

If the individual making the complaint does not put the complaint in writing, the person
receiving the complaint must do so. Complaints must be accepted even if the
information specified below is not complete. Advise the complainant of the program’s
restrictions on disclosure of information. A complaint must be filed no later than 180
days from the date of the alleged discrimination. Whenever possible, the complaint
should include the following:

a. Name, address, and telephone number or other means of contacting the person
alleging discrimination.

b. The location and name of the organization or office that is accused of
discriminatory practices.

C. The nature of the incident, action, or the aspect of program administration that
led the person to allege discrimination.

d. The basis for the alleged discrimination (age, sex, race, religion, color, disability,
national origin, or political belief).

e. The names, addresses, telephone numbers, and titles of persons who may have
knowledge of the alleged discriminatory acts.

f. The date or dates on which the alleged discriminatory actions occurred or, if
continuing, the duration of the actions.

Public Natification - Requirements for displaying a nondiscrimination poster and for
providing a pamphlet are contained in Part I.I.

Annual Training — All persons who interact with SNAP applicants and participants and
those who supervise such staff must participate in annual civil rights training. This
training is available online through the VDSS Knowledge Center.

Reasonable Accommodations - The worker must consider whether a person may have a
disability, and how a person’s disability may affect the person’s ability to comply with
rules, fill out forms, attend appointments, etc. If it is determined that a person has a
disability that affects the ability to comply with program rules or procedures, the worker
has the authority to make reasonable modifications to program rules, requirements and
procedures to ensure that the person with a disability receives full and meaningful
access to SNAP benefits.

Evidence of disability of a household member, including any indications that a household
member may have a disability, and all requests for reasonable accommodations must be
documented in the case file.

TRANSMITTAL #5



VIRGINIA DEPARTMENT
OF SOCIAL SERVICES INTRODUCTION

7/11 VOLUME V, PART I, PAGE 6

Examples
Ms. A applies for SNAP. She has a learning disability and is unable to complete
the application. As a reasonable accommodation, staff assists her to complete
the application.

Ms. B is not able to come to the office due to the nature of her disability. Staff
arranges to obtain the information by phone.

Ms. C missed repeated appointments. It is determined that she has a mental
illness that prevents her from organizing information and keeping track of
appointments. The staff phones her on the morning of an appointment to help her
to remember to keep the appointment.

F. COLLECTION OF RACIAL/ETHNIC GROUP DATA

Local agencies must record the race and ethnicity of each household.

The racial categories are:

White Asian
Black or African American American Indian or Alaskan Native
Native Hawaiian or other Pacific

Islander

The categories for ethnicity are:
Hispanic or Latino | Not Hispanic or Latino

Applications for SNAP benefits ask the applicant to identify the racial and ethnic categories for
each member. The applicant may select more than one category for race. The worker must
advise the applicant that the information is voluntary, that it will not affect eligibility or benefit
level, and that the reason for the collection of this information is to ensure that there is no
discrimination with regard to the receipt of SNAP benefits.

When the applicant does not voluntarily provide the information, the worker must code the data
based on observation. If a telephone interview is conducted or the worker is unable to
determine the racial or ethnic categories, the worker must leave the field blank. The State
Agency must report the racial and ethnic data annually to USDA.

G.  RETENTION OF RECORDS (7 CFR 272.1(f))

SNAP documents must be maintained for a minimum of three years from the month of the last
benefit issuance or benefit determination of ineligibility. Some records require a longer
retention period. The retention period is dependent on the record type and activity related to the
record. Annual systematic purging of material unrelated to legal, fiscal, administrative, or
program administration is recommended.
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H.

Certification records must be retained for three years from the end of the certification
period or other case action. Certification records may include any material that
documents the basis for an allotment, the determination of eligibility, or the
establishment of a claim. Records needed to support claims collection activity or long-
term eligibility determinations or disqualifications must be kept longer than three years.
Certification records may also include the authorization and issuance of a vault EBT card
or authorization for crediting the card replacement fee back to an EBT account.

a. Records related to claims must be kept for three years after a claim is repaid or is
administratively closed.

b. Records that support investigation of a suspected Intentional Program Violation
must be kept until the case has been resolved if the investigation was initiated
during the normal three-year retention period for certification actions.

C. Records about Intentional Program Violation disqualifications must be kept for
the life of the individual or until FNS notifies that the record is no longer needed.

d. Records to document work registration, voluntary quit, or work reduction
violations must be retained for the life of the individual who caused the violation
or until the person reaches age 60, whichever occurs first.

Issuance or administrative records must be retained for a three-year period. The three-
year period may be from the month the federal obligation is paid, from the period of final
resolution of the issuance billing process or three years from the creation of the record.

These records include EBT records.

Administrative cost records must be maintained for three years from the date the annual
financial status report. These records include fiscal and statistical records, supporting
documents, negotiated contracts and any other document related to administrative
costs. These records must be retained beyond three years if a claim, litigation or audit is
initiated before the end of the three-year period. In these instances, the records must be
retained until the claim, litigation, or audit has been resolved.

DISCLOSURE OF INFORMATION (7 CFR 272.1(c), 272.1(d))

Use or disclosure of information obtained from SNAP applicant households exclusively for the
Supplemental Nutrition Assistance Program is restricted to the following:

1.

Persons directly connected with the administration or enforcement of the provisions of the
Food and Nutrition Act or regulations, other federal assistance programs, or federally
assisted State programs which provide assistance, on a means-tested basis, to low
income individuals. This includes the Office of the Inspector General (OIG) and the
Statewide Automated Child Welfare Information System (SACWIS);

Employees of the Comptroller General's Office of the United States for audit examination
authorized by any other provision of law;
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3. Local, state, or federal law enforcement officials upon a written request to investigate an

alleged violation of the Food and Nutrition Act or regulations. The written request must
include the identity of the individual requesting the information and the authority to do so,
the violation being investigated, and the identity of the person on whom the information
is requested.

4, Law enforcement officials upon natification that an individual is fleeing prosecution or
imprisonment, is in violation of parole or, that an individual has information needed to
conduct an investigation of a felony or parole violation. The individual's address, Social
Security number, and photograph, if available, must be disclosed upon written request.
(The agency may not disclose scheduled appointment dates or times.)

5. The parent locator service to assist in the Child Support Enforcement Program under
Title IV-D, upon request; and

6. Persons directly connected with the verification of immigration status of aliens applying
for SNAP benefits through SAVE to the extent the information is necessary to identify
the individual for verification purposes.

If there is a written request by a responsible member of the household, its currently authorized
representative, or a person acting on its behalf, the household representative must be allowed
to review material and information contained in the case file, during normal business hours.
The agency may withhold confidential information, however, such as the names of individuals
who have disclosed information about the household without the household's knowledge, or the
nature or status of pending criminal prosecutions.

All local offices of the Department of Social Services must maintain state regulations and
manuals that affect the public for examination by the public on regular workdays during regular
office hours.

l. PROGRAM INFORMATIONAL ACTIVITIES (7 CFR 272.5)

SNAP information must be available to applicant and recipient households. Program
information includes the rights and responsibilities of households. This information may be

conveyed through publications, telephone hotlines, and face-to-face contacts.

1. Booklets/Pamphlets

a. Virginia Social Services — Benefit Programs information pamphlet - Applicants
may receive this pamphlet at the time of each new application. The EW may
provide the pamphlet the pamphlet at each reapplication or recertification if the
household no longer has a copy of the pamphlet.

b. Appeals and Fair Hearings pamphlet — Local agencies may provide this pamphlet
with adverse action notices to reduce or terminate benefits or when applications
are denied.
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C. Virginia EBT Questions and Answers pamphlet and the EBT wallet card — The
local agency or the EBT vendor must provide EBT materials to EBT card
recipients upon the initial or replacement issuance of the EBT card. The local
agency must provide these EBT materials upon request after the issuance of the
EBT card.

2. Posters

These posters must be prominently displayed where SNAP applications are taken:

a. "And Justice for All"
b. "Your Food Stamps Rights"
3. Other Required Activities

a. The agency must provide an explanation of household rights when applicants
request information about the Supplemental Nutrition Assistance Program. The
agency may provide a verbal explanation or it may provide the Know Your Rights
When Applying for SNAP Benefits flyer if the applicant is able to read and
comprehend the form in English.

b. The agency must complete the SNAP - Hotline Information form and provide it to
each applicant on the day the applicant files a new application, a reapplication, or
a late recertification application.

C. The local agency must make an effort to answer general or specific questions

J.

related to the Supplemental Nutrition Assistance Program from persons
expressing an interest in applying for program benefits. The agency may refer
callers to appropriate agency personnel, and if those persons are not available,
the agency must arrange to return the call. If it is not possible to return the call,
the agency must advise the caller to return the call at a prearranged time when
the appropriate personnel will be available to answer the questions.

FAMILY BASED SOCIAL SERVICES POLICY

The Virginia Department of Social Services aims to provide an effective social service and
public assistance system to meet the basic needs of citizens who need help. The system must
provide services within the citizen's home community and within an environment that promotes
family stability whenever possible. In order to accomplish effective social and public assistance
services within Virginia's locally administered, state-supervised system, each local department
must administer programs based upon a philosophy of family based social service delivery.
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Benefit programs are designed to provide income support benefits to assist families who are
unable to provide the necessities of life and maintain minimum standards of health and well-
being through their own efforts. Gathering relevant information about a family's situation and
assessing that information against the eligibility for benefit programs are the basis for making
the eligibility determinations. This process also includes an assessment of need for service
programs and other resources to assist the family. If other needs exist, the eligibility worker
must refer the family for appropriate services or resources within the agency or community.

K. PRUDENT PERSON CONCEPT

This manual provides guidelines for the Supplemental Nutrition Assistance Program. The
policies are often broad to allow certification staff sufficient flexibility to make reasonable
judgements in evaluating individual household circumstances to determine SNAP eligibility and
benefit level.

It is not possible to have every potential situation observed in managing a caseload addressed
in this manual so the eligibility worker must determine what is reasonable, i.e., the prudent
person concept. The eligibility worker must exercise reasonable judgement based on
experience, knowledge of the program and logic. The prudent person concept does not
eliminate or replace eligibility requirements or actions. The worker must sufficiently document
the case file to allow supervisory staff, appeals officers, reviewers, and colleagues to be able to
understand case actions as well as to permit self-review.
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FIPS CODE DIRECTORY

Code Locality Code Locality Code Locality

001 Accomack 083 Halifax 171 Shenandoah

003 Albemarle 085 Hanover Shenandoah Valley

005/  Alleghany 087 Henrico 015 Augusta

560 Clifton Forge 089/ Henry 790 Staunton

580 Covington 690 Martinsville 820 Waynesboro

007 Amelia 091 Highland 173 Smyth

009 Amherst 093 Isle of Wight 175 Southampton

011 Appomattox 095 James City 177 Spotsylvania

013 Arlington 097 King and Queen 179 Stafford

017 Bath 099 King George 181 Surry

019 Bedford 101 King William 183 Sussex

515 Bedford City 103 Lancaster 185 Tazewell

021 Bland 105 Lee 187 Warren

023 Botetourt 107 Loudoun 191 Washington

025 Brunswick 109 Louisa 193 Westmoreland

027 Buchanan 111 Lunenburg 195 Wise

029 Buckingham 113 Madison 197 Wythe

031 Campbell 115 Mathews 199/  York

033 Caroline 117 Mecklenburg 735 Poquoson

035 Carroll 119 Middlesex 510 Alexandria

036 Charles City 121 Montgomery 520 Bristol

037 Charlotte 125 Nelson 540 Charlottesville

041/  Chesterfield 127 New Kent 550 Chesapeake

570 Colonial Heights 131 Northampton 590 Danville

043 Clarke 133 Northumberland 620 Franklin City

045 Craig 135 Nottoway 630 Fredericksburg

047 Culpeper 137 Orange 640 Galax

049 Cumberland 139 Page 650 Hampton

051 Dickenson 141 Patrick 670 Hopewell

053 Dinwiddie 143 Pittsylvania 680 Lynchburg

057 Essex 145 Powhatan 683 Manassas

059/  Fairfax County 147 Prince Edward 685 Manassas Park

600 Fairfax 149 Prince George 700 Newport News

610 Falls Church 153 Prince William 710 Norfolk

061 Fauquier 155 Pulaski 720 Norton

063 Floyd 157 Rappahannock 730 Petersburg

065 Fluvanna 159 Richmond County 740 Portsmouth

067 Franklin County 161 Roanoke County 750 Radford

069 Frederick 163/ Rockbridge 760 Richmond City

071 Giles 530 Buena Vista 770 Roanoke City

073 Gloucester 678 Lexington 800 Suffolk

075 Goochland 165/ Rockingham 810 Virginia Beach

077 Grayson 660 Harrisonburg 830 Williamsburg

079 Greene 167 Russell 840 Winchester

081/  Greensville 169 Scott

595 Emporia
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A. APPLICATION PROCESSING

Application processing includes filing and completing an application form, interviewing, and verifying
certain information. The local agency must act promptly on all applications and provide SNAP
benefits retroactive to the month of application to households that complete the application process
and are eligible. An application may be an initial application, a reapplication, or a recertification.

This chapter contains the responsibilities of households and local agencies in the application
process. Expedited service is available to households in immediate need. See Part V for
instructions regarding expedited service processing.

B.  FILING AN APPLICATION (7 CFR 273.2(c)(1))

Households must file an application for SNAP benefits by submitting the form to the local social
services agency either in person, through an authorized representative or by mail. Households may
also file the application by fax or online. The application and instructions are contained in Part
XXIV. Guidance for retrieving online applications and validating the electronic signature of
applicants is contained in Appendix Il of Part Il.

The date the local agency receives the application will determine the length of time a local agency
has to deliver benefits. For a resident of a public institution who jointly applies for SSI and SNAP
benefits before the release from the institution however, the SNAP application filing date will be the
date of the applicant's release from the institution.

Each household has the right to file an application form on the same day it contacts the local
agency during office hours. The local agency must document the application filing date by
recording on the application the date on which the local agency received the application. For joint
SSI and SNAP applicants who file before leaving the institution, the application filing date the
agency must record is the date of the applicant's release from the institution.

Households must normally apply for SNAP benefits for all persons who reside together and who
purchase and prepare food together. In some instances, households may choose to exclude
certain persons from the application process to avoid providing identifying information about these
individuals. Such an instance might include a household with certain immigrant members who want
to avoid the receipt of benefits in connection with their immigration status. Another example
would be sponsored immigrants who elect not to give information about their sponsors as
required in Part XII.C. Households may classify certain members as "nonapplicants" and omit
providing Social Security numbers, immigration status and immigration control numbers. If an
applicant classifies a mandatory household member as a honapplicant, as per Part VI.A.2 (spouse,
parent, child), the EW must determine the eligibility of the remaining household members using the
income and resources of the nonapplicant in the same manner as disqualified members (Part
XII.LE.2.b). If the nonapplicant is not a mandatory household member, the EW must not count any
of the income or resources of the excluded person.

1. Agency Action for the Initial Contact

When a household contacts the local agency and expresses an interest in obtaining
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SNAP benefits, the agency must take the following steps:

a.

The agency must provide an application upon request or, if contacted by telephone,
advise the household that it may obtain the form in the office or that it is available by
mail. The agency must mail the application the same day it receives the telephone
request.

The agency must encourage households to file applications on the same day they
contact the agency or when households indicate food insecurity. The agency must
encourage telephone callers to return the completed application to the agency as
soon as possible by mail, in person, by fax, or online.

The agency must explain that the processing time and the amount of benefits the
household will receive, if the household is eligible, will depend on the application
date.

The agency must explain that separate rules exist for the Supplemental Nutrition
Assistance Program and other programs so that the household should apply even if
other programs have limitations on the receipt of benefits.

The agency may get information from potential applicants that indicates probable ineligibility.
The agency may not deny persons who contact the local agency before they file an
application nor may the agency discourage households from filing applications for SNAP
benefits. Persons who express an interest in SNAP benefits must have an opportunity to
apply and, if determined ineligible, receive a written denial notice.

2. Agency Actions for the Application Filing Date

Once an applicant files an application, completed with at least the applicant's name,
address, and signature, the local agency must:

Determine the household's entitlement to expedited service processing.

The agency should screen for the expedited entitlement while applicants are present
in the agency when possible. If the applicant is not present in the agency, agency
staff must review the application on the day of receipt to determine the entitlement to
expedited service processing.

If the applicant did not sufficiently complete the application to allow the expedited
screening, the agency must attempt to contact the household by telephone if the
application contains a number. If the agency cannot contact the household within
the seven days to obtain the necessary information, the EW must process the
application under normal processing policies until further contact with the household
allows a delayed screening for expedited processing to take place.

Complete the SNAP - Hotline Information form and provide it to any household that
files a new application, a reapplication, or a late recertification application.
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3. Subsequent Actions Required After Filing An Application

Once the agency receives an application, that contains at least the applicant's name,
address and signature, the agency must advise the applicant that the agency must conduct
an interview before certification. The agency must also advise the household that the
interview may be conducted by telephone and provide the interview scheduling hours for the
agency.

4, Withdrawing An Application

The household may voluntarily withdraw its application at any time before the determination
of eligibility. The local agency must document the case file as to the reason for withdrawal,
if the household provides a reason, and that the agency made contact with the household to
confirm the withdrawal. If the household makes the withdrawal in person or submits a
written note from a responsible household member, the agency needs no further
confirmation. The agency must advise the household of its right to reapply at any time after
the withdrawal. The EW must send the Notice of Action to deny the application.

5. Contacting The Wrong Locality

Note: The case transfer procedures of Part XIV.A.8 do not apply to this section.

If a household contacts the wrong local agency, the agency must give the household the
address and telephone number of the appropriate office. The agency must also offer to
forward the household's application by mail or courier to the appropriate office that same
day if the household completed enough information on the application to file. The agency
must offer to forward the application, by fax or other means, the next day as long as the
application gets to the receiving agency the same day. The agency must inform the
household that the filing date and the processing standards will not begin until the
appropriate office receives the application.

If the household mails its application to the wrong office, the agency must mail the
application to the appropriate office on the same day. The agency may forward the
application the next day by fax or any other means as long as the application gets to the
receiving agency the same day. The normal processing time standards described in Part 1I.F
do not begin until the correct office receives the application, except when the Social Security
Administration forwards the application and the household meets the expedited processing
entittlement, as noted in Part II.H.2.b.

C. HOUSEHOLD COOPERATION (7 CFR 273.2(d))

If the household refuses to cooperate with the local agency in completing the application process,
the EW must deny the application at the time of refusal. For the EW to determine that the
household refused to cooperate, the household must be able to cooperate but clearly demonstrate
that it will not take required actions that it can take to complete the application process.
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Example

An applicant files an application. The EW notifies the applicant of the interview requirement
and schedules an interview. The applicant must refuse the interview and not merely fail to
appear for the interview in order for the EW to deny the application for refusal to cooperate.

If there is any question as to whether the household failed to cooperate or refused to cooperate, the
EW must not deny the household for refusal to cooperate and the EW must assist the household,
as appropriate.

The household will also be ineligible if it refuses to cooperate in any subsequent review of its
eligibility, including reviews generated by reported changes and at recertification. Once denied or
terminated for refusal to cooperate, the household may reapply but will not be eligible until its
members cooperate with the local agency. In addition, the household will be ineligible if the
members refuse to cooperate for a subsequent review of its eligibility as part of a quality control
review. If the EW closes a household's case for refusal to cooperate with a quality control review,
the household will not be eligible again until it cooperates with the quality control reviewer if the
household reapplies before the end of the quality control reporting year (generally January 21),
regardless of the original sample month.

The household will not be ineligible when a person outside the household fails to cooperate with a
request for verification. The agency may not consider disqualified or ineligible people excluded
from the Supplemental Nutrition Assistance Program as nonhousehold members. See Part VI.C.

D.  INTERVIEWS (7 CFR 273.2(e)(1) and (3))

All applicant households, including those submitting applications by mail, fax, or electronically, must
have an interview with a qualified eligibility worker before initial certification, certification based on a
reapplication, or for recertification. The individual interviewed may be the head of household,
spouse, any responsible member of the household, or an authorized representative. For the
purposes of this manual, responsible household member means a household member 18 years of
age or older who has sufficient knowledge of the household's circumstances to provide any
necessary information. The applicant may bring anyone to the interview as desired.

The certification interview may occur by telephone or may occur in the local agency SNAP office or
other mutually acceptable site if the household requests a face-to-face interview or if the worker
determines a face-to-face interview is warranted for the household. (The agency does not need to
document the reason a telephone interview was conducted or why an in-office interview was held.)
The interview may take place in the applicant’'s home provided the EW arranges for the visit in
advance as per Part IIl.A.3.

The interviewer must not simply review the information that appears on the application, but must

explore and resolve with the household unclear and incomplete information. At the same time, the
EW must make the applicant feel at ease. The interview must include:
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1. An explanation of basic program procedures, including the local agency's and the

household's responsibilities and the consequences, if these responsibilities are not met.
This includes an explanation of the consequences of voluntarily quitting employment. This
also includes an explanation of the issuance and use of SNAP benefits as outlined in Part
I.C.

2. An explanation of the options available to the household and the advantages and
disadvantages of each choice. Include an explanation that the utility standard,
homeless shelter standard and medical standard deductions will be used, if
appropriate, unless the household opts to use actual amounts. If actual amounts are
used, discuss the choice to have expenses averaged or counted only in the month billed.

3. An explanation of the household's rights.

4, An explanation that the agency may receive information through the Income and Eligibility
Verification System (IEVS) or that the agency will access other computer systems. The
agency will use and verify the information. Information that the agency receives may affect
the household's eligibility and benefit level.

5. A discussion of appropriate collection actions for households that owe outstanding
payments on claims.

In all instances, the agency must respect the household's right to privacy; the EW must conduct the
interview as a confidential discussion of household circumstances. The scope of the interview may
not extend beyond the examination of household circumstances that directly relate to the
determination of household eligibility.

If an EW does not conduct the interview on the day the applicant files an application, the agency
must schedule an interview. For applications and reapplications, the local agency must schedule
interviews as promptly as possible to ensure eligible households receive an opportunity to
participate within seven days, if expedited, or within 30 days after the household files an application.
The agency should schedule the interview no later than 20 days after the application filing date for
households that are not entitled to expedited processing. The EW must allow households a
minimum of 10 days to provide information after the interview is scheduled.

If the household does not respond to the scheduled telephone interview or fails to appear for the
scheduled office interview, the local agency must send the household the Missed Interview Notice.
The notice advises the household to reschedule the interview and that the agency will deny the
application if the household does not reschedule the interview. The agency needs to send the
notice after the first missed interview appointment only.

The agency must deny the application on the 30th day after the application filing date if the
household does not request another interview. If the household requests a second interview during
the initial 30-day period, the agency must not deny the application. If the household is eligible for
benefits, the agency must issue prorated benefits from the application date.

The agency must not deny the application on the 30" day if the agency has not scheduled the
interview before the 30" day. In addition, the agency must not deny the application on the 30" day
if the agency has not allowed the household a minimum of 10 days after the interview
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to supply verification or needed information to process the application.

For agencies with walk-in systems for interviewing, the agency must assign a specific period for
the applicant to appear for the interview if the applicant elects not to complete the interview on
the day of the contact. The agency must schedule an interview even if the agency otherwise
advises of the full range of interview hours available. As indicated above, the EW must send
the Missed Interview Notice if the interview does not occur when scheduled. The agency must
deny the application on the 30th day after the application filing date if the applicant misses the
interview and does not reschedule the interview. See Part IV.C.3 for interview time frames for
the recertification process.

The agency may request a certified household appear for an in-office interview during the
certification period in order to clarify the household's circumstances. The agency may not
require an interview however. See Part XIV.A.2 for a discussion of the agency's required
actions on changes.

E.  NORMAL PROCESSING STANDARD (7 CFR 273.2(g)(1); 274.1)

The filing date of an application is the day the appropriate SNAP office receives an application.
The minimal information an application needs is the applicant's name, address, and a signature
by either a responsible member of the household or the authorized representative of the
household. The local agency must provide eligible households that complete the initial
application process an opportunity to participate, as soon as possible, but not later than 30
calendar days following the application filing date.

The 30-day processing standard does not apply for residents of public institutions who apply
jointly for SSI and SNAP benefits before their release from the institution. For these applicants,
the agency must provide an opportunity to participate as soon as possible, but not later than 30
calendar days from the applicant’s release from the institution.

The processing standards for households entitled to expedited service are in Part V. The
processing standards for the recertification process are in Part IV.C.

The agency may not impose application procedures or processing standards of other programs
on SNAP applicants.

1. Opportunity to Participate (7 CFR 273.2(g))

A household must receive the EBT card, the agency must authorize benefits and the
vendor must post authorized benefits to the account in order for the household to have
an opportunity to participate timely.

Example
A household files an application on July 15. If the household is eligible, the

agency must give the household an opportunity to participate by August 14. If
August 14 falls on a Sunday, the EW must process the case by Friday, August
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5 so that the household may receive the EBT card by mail by Saturday, August
13 or authorize the issuance of a vault card that the Case Name or authorized
representative could pick up before August 14. Additionally, the SNAP benefits
must be posted to the EBT account.

Denying the Application (7 CFR 273.2(g)(3))

The agency must send a Notice of Action to deny an application if households are
ineligible for benefits. The agency must send the denial notice as soon as possible, but
not later than 30 days following the application date. Part XXIV contains a copy of the
Notice of Action and instructions.

Processing Cases with Prior Participation in another Locality

When a household indicates on the application or during the interview that it had been
certified in another locality or State, for either the month of application or the prior month,
the EW must establish the household's current status with the prior agency. The EW
must establish and document the effective date of case closure with the prior agency.

The new locality may not issue duplicate benefits for any months covered by the
application if the agency can establish that the household or any of its members are still
active in the prior locality.

Contacts with Other States

For applications filed by persons who are certified for SNAP benefits in another state, if
otherwise eligible, the Virginia agency must issue benefits if the agency can establish
that the household did not participate in the other state. If the agency is not able to
establish whether a household or a household member participated in the other state,
the agency must accept the household's statement regarding participation. If there is
reason to consider a household's statement questionable, the agency must resolve the
guestionable information before the case is approved. For households entitled to
expedited service however, the agency must postpone resolution of this questionable
information so that benefit delivery is not delayed beyond the expedited processing time.

The agency must follow-up with the other state agency to determine if the household
participated in the other area. Allow sufficient time for the agency to determine if the
household participated in the other state. If duplicate participation occurs for any
months in question, the Virginia agency must file a claim for any benefits the household
received while it also received benefits from the other state.

For household members who are subject to the Work Requirement, the agency must
also address participation in another state towards the number of countable months if
there is an indication from the application or interview that the member may have
received SNAP benefits during the current 36-month period.
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F. DELAYS IN PROCESSING

If the local agency does not determine a household's eligibility and provide an opportunity to
participate within 30 days following the date the application was filed, the local agency must
take the following action:

1. Determining Cause (7 CFR 273.2(h)(1))

The local agency must determine who caused the delay using the following criteria:

a.

A delay must be considered the fault of the household if the household failed to
complete the application process even though the local agency took all required
action to assist the household. The local agency is required to take the following
actions before a delay can be considered the fault of the household:

1

2)

3)

4)

For households that failed to complete the application, the local agency
must have offered, or attempted to offer, assistance in its completion.

If one or more members of the household failed to register for work, as
required in Part VIII.A, the local agency must have informed the
household of the need to register and given the household at least 10
days from the date of notification to register these members.

In cases where verification is incomplete, the local agency must have
provided the household with a statement of required verification and
offered to assist the household in obtaining required verification, and
allowed the household sufficient time to provide the missing verification.
Sufficient time will be at least 10 days from the date of the local agency's
initial request for the particular verification that was missing.

For households that failed to appear for an interview, the local agency
must have scheduled an interview within 30 days following the date the
household filed the application. If the household failed to appear for the
interview, and the household does not request that the agency
reschedule another interview until after the 20th day but before the 30th
day following the application filing date, the household must appear for
the interview, bring verification and register members for work by the 30th
day; otherwise, the delay will be the fault of the household. If the agency
must allow the household additional time to provide information or
verification, the delay will be the fault of the household. If the household
failed to appear for the interview and requests another interview to occur
after the 30th day following the date of application, the delay will be the
fault of the household. If the household missed the scheduled interview
and misses the one it requested, the household must request another
interview and any delay will be the fault of the household.
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b. Delays that are the fault of the local agency include, but are not limited to, those
cases where the local agency failed to take the actions described in items 1-4
above.
C. In some situations, a case file is complete except for a household member's failure

to comply with an eligibility requirement that results in disqualification for
noncompliance (e.g. failure to register for work). In such situations the EW must:

1) Ensure that the household had at least 10 days to comply. If the household
did not have that timeframe, consider the delay agency-caused and hold
the application in pending status for an additional 30 days.

2) If an individual must be disqualified, instead of the entire household,
process the case for the remaining household members. Consider the
disqualification imposed with the effective date of the initial allotment. If the
entire household must be disqualified (e.g., the head of the household
failed to register for work, or the household simply has one member),
extend the pending status of the case an additional 30 days, as client
delay.

2. Delays Caused By The Household (7 CFR 273.2(h)(2))

If by the 30th day the local agency cannot take any further action on the application
because of the household’s delay, the household will lose its entitlement to benefits for the
month of application. In addition to the loss of benefits for the month of application, the
agency must prorate benefits from the date the household completes its final task for
processing the application. The local agency, however, must give the household an
additional 30 days to take any required action.

The local agency must send the household the Notice of Action to extend the pending
status of the application. The agency must send the pending notice after the 30" day
following the application filing date. The notice must advise the household of the
outstanding actions the household must take to complete the processing of the
application. The agency does not need to take any further action, including sending an
additional notice, after the agency sends the notice if the household fails to take the
required action within 60 days following the application filing date.

The local agency may include in the notice a request that the household must report all
changes in circumstances since it filed its application.

If the household was at fault for the delay in the first 30-day period, but the agency finds
the household eligible during the second 30-day period, the local agency must provide
benefits from the day the household completes the final required action or provides the
last verification. The household is not entitled to benefits for the month of application
when the delay was the fault of the household. Once the household furnishes the
information necessary to determine its eligibility, it is the agency's obligation to process the
case during the second 30-day period.
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3. Delays Caused by the Local Agency (7 CFR 273.2(h)(3))

Whenever a delay in the initial 30-day period is the fault of the local agency, the local
agency must take immediate corrective action. The local agency may not deny the
application if it caused the delay, but must notify the household that the agency is still
holding the application. The EW must send the Notice of Action to notify the household of
the extended pending status of the application after the 30" day following the application
filing date. The Notice of Action must also notify the household of any action it must take
to complete the application process.

If the agency finds the household eligible during the second 30-day period, the agency
must provide the household benefits retroactive to the month of application. If, however,
the household is ineligible, the local agency must deny the application. Once the
household furnishes the information necessary to determine its eligibility, it is the agency's
obligation to process the case during the second 30-day period.

4, Delays Beyond 60 Days (7 CFR 273.2(h)(4))

If the local agency is at fault for not completing the application process by the end of the
second 30-day period, and the case file is otherwise complete, the local agency must
continue to process the application. If the household is eligible and the local agency was
at fault for the delay in the initial 30 days, the household must receive benefits retroactive
to the month of application. If, however, the initial delay was the household's fault, the
household will receive benefits retroactive only to the day the household completes the
final action needed to process the application.

If the local agency was at fault for not completing the application process by the end of the
second 30-day period, but the case file is not complete enough for the EW to determine
eligibility the local agency must deny the case and notify the household to file a new
application. The agency must also advise the household of its possible entitlement to
benefits lost as a result of the agency-caused delays.

If the household provides the necessary information and the agency determines the
household eligible for the previous 60-day period, the household must receive benefits
retroactive to the month of application if the local agency was at fault for the delay in the
initial 30 days. If, however, the initial delay was the household's fault, the household will
receive benefits retroactive only to the day the household completes the final action
needed to process the application.

If the household is at fault for not completing the application process by the end of the
second 30-day period, the local agency must deny the application. The agency must
advise the household to file a new application if it wishes to participate. If the household
was at fault the first 30 days also, the household would have been sent the Notice of
Action to extend the pending status of the application. The local agency does not need to
take any further action at the end of the second 30 days it the initial delay is the fault of the
household. If the local agency was at fault the first 30 days, the agency must send the
Notice of Action to deny the application. The household is not entitled to any lost benefits,
even if the delay in the initial 30 days was the fault of the local agency.
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G.

Reinstatements

The agency must return applications denied incorrectly because of agency error to
pending status if the action date is within 60 days from the date of application. After the
60th day, the application must remain denied. The agency must encourage the household
to file a new application and determine entitlement to lost benefits, if appropriate. In
determining whether to reinstate the pending status within the first 60 days, the agency
should consider the nature of the error and the amount of time that has passed which
might affect the reliability of the information provided.

Ongoing cases incorrectly closed due to agency error may be reinstated to the certification
period at the time of the closure only if the case was correct as of the effective date of the
closure. The agency may reinstate the case either before the effective date of the closure
or in the month following the closure.

Whenever the agency needs to reinstate an application or ongoing case, agency records

must reflect this change. Reinstating cases, as described in this chapter, is only
appropriate when an agency error caused the erroneous denial or termination.

JOINT PROCESSING AND CATEGORICAL ELIGIBILITY OF PA CASES

This chapter contains requirements for joint processing that apply to SNAP applicants who are
also applying for Temporary Assistance for Needy Families (TANF), General Relief —
Unattached Child (GR), or Supplemental Security Income (SSI). This chapter also contains
procedures for categorical eligibility for SNAP benefits for these public assistance (PA)
households. See the PA Case definition in Definitions for program descriptions needed to qualify
as a public assistance program.

1.

Applications for TANF or GR and SNAP Benefits (7 CFR 273.2(j))

The local agency should encourage households in which all members are applying for
TANF or GR — Unattached Child to apply for SNAP benefits at the same time. The
agency must regard all applications for TANF and GR — Unattached Child, except those
on which the household indicates that it does not want SNAP benefits, as applications for
SNAP benefits. If the household's intention to apply for SNAP benefits is unclear, the local
agency must determine at the interview or through other contact with the household if the
household wants the application processed for SNAP purposes. The EW must base
SNAP eligibility and benefit levels solely on SNAP eligibility criteria and certify the
household according to the notice, procedural and timeliness requirements of this manual.

The local agency must not discourage households from applying for SNAP benefits even
when there might be encouragement or inducements to avoid dependence on other public
assistance programs or benefits.

The local agency must conduct a single interview at initial application for both the public
assistance programs and SNAP purposes. The agency must not have different
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eligibility workers interview households entitled to joint processing or otherwise subject
them to two interviews to obtain the benefits of both programs. Following the single
interview, separate workers may process the applications for public assistance and SNAP
benefits to determine eligibility and benefit levels. Note however, the SNAP out-of-office
interview overrides the requirement for a single interview when a household wants to have
a telephone interview for SNAP, in accordance with Part I1.D, but a face-to-face interview
is needed for the PA eligibility determination.

The EW must follow the verification procedures described in Part I11.A for eligibility factors
that are needed to determine the household's SNAP eligibility. For eligibility factors
needed to determine both PA and SNAP eligibility, the EW must use the PA verification
rules. The local agency may not delay processing the SNAP application if, at the end of
seven days or 30 days following the application date, as appropriate, the agency has
sufficient verification to meet SNAP requirements but does not have sufficient verification
to meet the PA verification rules.

Because of differences between PA and SNAP application processing procedures and
timeliness standards, the EW may need to determine the SNAP eligibility before
determining the household's eligibility for PA payments. The EW may not delay acting on
the SNAP application simply because the PA application is pending. The EW may not
deny the SNAP application because of the pending PA application if the household is
otherwise eligible for SNAP benefits.

Inclusion of the initial PA payment in the SNAP benefit calculation depends on whether the
EW knows the date of receipt and amount of the PA payment when the SNAP application
is approved. If the EW can anticipate the amount and the date of receipt of the PA
payment, the worker may include the income in computing the allotment for the month(s)
the worker anticipates the payment.

The EW must not count as income any portion of initial PA payments that cover previous
months. While the retroactive payment does not count as income, the money must count
as a resource.

If the EW factors in the PA payment in the SNAP benefit calculation at the time of initial
certification, the Notice of Action must reflect the varying allotments. When the EW cannot
anticipate the PA payment at the time of initial certification, the EW should note on the
Notice of Action that the benefits may be reduced or terminated without another notice
once the PA payment is included in the SNAP determination. If the notice did not inform
the household of the potential impact, the agency must provide an advance notice if the
SNAP benefit is reduced or terminated as a result of the counting the PA payment.

If the EW denies the PA application, the household does not need to file a new SNAP
application. The EW must determine or continue the SNAP eligibility based on the original
applications filed jointly for PA and SNAP purposes. The EW must use any other
documented information obtained after the application if it is relevant to SNAP eligibility or
level of benefits.
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If the EW approves the TANF application after the SNAP certification period begins, the
EW may lengthen the SNAP certification period to coincide with the scheduled TANF
case review. See Part IV.D.2. for a discussion about lengthening the certification period
and the limitations on this process.

2. Application for SSI and SNAP benefits

Households that consist solely of SSI applicants or recipients may apply for SNAP
benefits at the Social Security Administration (SSA) Office. SSA personnel will accept
SNAP applications at each SSA office. Households must report that there is no SNAP
application pending and that they are not current SNAP participants, unless the
application is for recertification.

The SSA office and the local social services agency must take the following actions:

a. Whenever a member of a household consisting only of SSI applicants or
recipients transacts business at an SSA office, the SSA office must inform the
household of its right to apply for SNAP benefits at the SSA office without going to
the local social services office. SSI applicants and recipients may apply at the
local social services office if they choose to do so.

SSA staff must complete joint SSI and SNAP applications for residents of public
institutions applying for benefits before their release from the institution. In such
cases, the date of the SNAP application will be the date of release from the
institution. If SSA or the household does not notify the local agency of the
applicant's release date, the agency must restore benefits to the applicant back to
the date of release.

b. Within one working day after receipt of a signed application, the SSA office must
complete and forward the SNAP application to the local agency along with a
transmittal form. The local agency must make an eligibility determination and
provide an opportunity to participate within thirty days following the date the SSA
office received the signed application. If the household is entitled to expedited
service however, the processing time standards will begin on the date the correct
local agency receives the application.

C. The local agency may not subject the household to an additional interview. In
addition, the local agency may not contact the household in order to obtain
additional information unless:

1) the application is improperly completed;

2) mandatory verification is missing;

3) information received is questionable as determined by the local agency;
or,
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4) it is necessary to discuss options available to the household, e.g., the use

of the utility standard or actual bills, the choice to have expenses
averaged or counted only in the month billed.

Even when the agency needs additional information, the agency may not require
the applicant to appear at the local agency to finalize the eligibility determination
for the application taken at the SSA office.

d. The SSA office must refer persons who are not entitled to joint processing to the
local social services agency.

e. The SSA office must prescreen all applications for entitlement to expedited
services on the day the SSA office receives the application. SSA must mark
"expedited processing" on the first page of all applications that appear to be
entitled to such processing. The SSA office must inform households that appear
to meet the expedited service criteria that the household may receive the benefits
sooner if the household applies directly with the local social service agency. The
household may take the application from SSA directly to the local social service
agency.

The local agency must prescreen all applications received from the SSA office for
entitlement to expedited service on the day the correct agency receives the
application. The local agency must certify all SSI households entitled to
expedited services in accordance with Part V except that the expedited service
processing time standard will begin on the date the correct agency receives the
application.

f. The local agency must ensure that households whose SNAP applications are
forwarded by the SSA office are not already participating in the program in any
Virginia locality.

g. If the SSA office takes the SSI application or re-determination by telephone from
a member of a pure SSI household, SSA must also complete the SNAP
application during the telephone interview. In these cases, the SNAP application
must be mailed to the applicant for signature. The household may return the
application to the SSA office or to the local agency. If the SSA office receives the
application, SSA will forward the application to the social services agency. The
local agency may not require the household be interviewed again and the agency
may not contact the household in order to obtain additional information except for
those reasons indicated in item c. above.

h. SSA must send information to SSI recipients being re-determined for SSI by mail
to inform them of the right to file a SNAP application at the SSA office (if they are
members of a pure SSI household) or at their local social service agency. SSA
must also notify SSI recipients of their right to an out-of-office SNAP interview
performed by the local agency if the household is unable to appoint an
authorized representative.
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If the SSA office sends the application to the wrong agency, the local agency must
forward the application to the correct agency within one working day. The incorrect
mailing will not affect processing time standards except as indicated in Item b
above, when the household is entitled to expedited processing.

Recertification - Any household that may apply at the SSA for initial certification has
the right to recertify at the SSA office also, regardless of whether the application for
initial certification was taken at the SSA office. SSA will interview the applicant,
obtain any readily available verification, complete a transmittal form, and send this
material to the local agency.

In order to be eligible for uninterrupted benefits, however, applicants must file the
recertification application at the SSA office on or before the date on the Notice of
Expiration.

The local agency may not re-verify information obtained and documented by SSA unless
the information is questionable or insufficient.

3. Categorical Eligibility for PA Households (7 CFR 273.2 (j)(2))

a.

Any household in which all members receive or are authorized to receive a cash
payment from the TANF, GR — Unattached Child or SSI Program is eligible for
SNAP benefits regarding income and resources. Any household in which at least
one person receives or is authorized to receive services funded through the TANF
block grant also will be categorically eligible regarding income and resources. See
the PA Case in Definitions. Eligibility for SNAP benefits does not apply if the entire
household:

) is residing in an institution;
. is disqualified for any reason from receiving SNAP benefits; or
° fails to meet nonfinancial criteria, as addressed in Part VII.

Residents of public institutions who jointly apply for SSI and SNAP benefits before
release from the institution will not be categorically eligible when SSA determines
potential SSI eligibility before the release. These individuals will be categorically
eligible when SSA makes a final SSI determination and the individual leaves the
institution.

Eligibility and SNAP benefits determinations will be based on information provided
by households. Categorically eligible households are subject to the same
verification requirements as other households. However, categorically eligible
households meet the following eligibility factors without additional verification:

) Resource limits;

. Gross and net income limits;

TRANSMITTAL #6



VIRGINIA DEPARTMENT

OF SOCIAL SERVICES APPLICATION PROCESSING
10/11 VOLUME V, PART ll, PAGE 16
. Social Security number information;
° Sponsored alien information, provided information exists in the PA case; or
. Residency.

If any of the following factors are questionable, the EW must verify that the
household that is categorically eligible:

. Contains only members that are TANF, GR — Unattached Child, or SSI
recipients or that at least one member receives a TANF-funded service;

. Meets the household definition in Part VI.A;

. Includes all persons who purchase and prepare food together in one SNAP

household, regardless of whether or not they are separate units for the
public assistance program purposes; and,

. Includes no persons as provided in Part 11.G.3.b below.

For purposes of determining categorical eligibility, any household in the TANF
program that is suspended for TANF or that is entitled to zero benefits under the
TANF program will be a TANF household.

Categorical eligibility will continue at recertification even if a TANF review is not
completed.

b. Households in which all members receive TANF, SSI, or GR — Unattached Child
income or at least one member receives a TANF-funded service will not be
categorically eligible if:

1. Any member who would normally participate with the household has been
disqualified for an intentional program violation;

2. The head of household failed to comply with work registration or
employment and training requirements; or

3. The head of the household voluntarily quits or reduces work without good
cause. (Part VIII.B)

The agency must handle these households using all nhormal SNAP rules and
procedures.

C. A disqualified or ineligible person who resides with the household and who would
normally be included with the household for SNAP patrticipation will not cause the
remainder of the household to lose categorical eligibility, as long as the remainder
of the household meets the definition in Part [1.G.3.a of this chapter. The
remaining household is eligible if the disqualified or ineligible person is
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excluded because the person is:

1. an ineligible alien (Part VII.F.);

2. an ineligible student (Part VII.E.);

3. a resident of a nonexempt institution (Part VII.C.);

4, disqualified for failure to apply for a social security number (Part VII.G);
5. disqualified for violating probation or parole or for fleeing prosecution or

imprisonment (Part VI.C.2.f);

6. disqualified because of a felony drug conviction (Part VI.C.2.9);

7. ineligible because of failure to comply with a work registration or
employment and training requirement by a person other than the head (Part
VII); or

8. ineligible because of the work requirement (Part XV)

For purposes of work registration, the agency must apply the exemptions in Part
VIIILA.1 to individuals in categorically eligible households. Individuals who are not
exempt from work registration are subject to the other requirements in Part VIII.A.

4, Application Processing for PA Cases

Once the TANF, GR — Unattached Child, or SSI application is approved, the household is
categorically eligible if conditions of Part I11.G.3 are met.

In order to determine if a household will be eligible due to its status as a PA household, the
local agency may delay the SNAP eligibility determination within the normal timeliness
standards of Part Il.E. The processing delay may occur as long as the household is not
entitled to expedited service processing and it appears to be categorically eligible but it
might otherwise be denied due to factors which will not be relevant once the PA application
is approved.

The agency must ensure that the denied application of a potentially categorically eligible
household is easily retrievable. The Notice of Action to deny the SNAP application must
inform the household to notify the SNAP worker if its PA benefits are approved.

The local agency must reevaluate any denied application, filed jointly, or pending
simultaneously for SNAP and PA benefits, whenever the household requests it or the
agency becomes aware of the household's approval for PA benefits. The local agency may
not require the client to come to the office for another interview but, must use any available
information to update the application that was denied. The local agency may contact the
household by mail or telephone to determine any changes in circumstances.
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If the applicant amends the application, the household must initial and date any changes,
and re-date and re-sign the application.

Except for residents of public institutions who apply jointly for SSI and SNAP benefits
before to their release from the institution, any categorically eligible household determined
eligible for TANF, SSI or GR — Unattached Child benefits within the 30-day SNAP
processing time must be provided benefits back to the date of the SNAP application. The
agency may not provide SNAP benefits for a month a household is ineligible for PA
benefits unless the household is eligible for SNAP benefits as a NA case.

Households that become categorically eligible after the SNAP application is denied or
during the extended pending period are eligible for SNAP benefits retroactive to the PA
benefit effective date or the SNAP application date, whichever is later. Residents of public
institutions who apply jointly for SSI and SNAP benefits before their release from the
institution are eligible for benefits from the date of their release from the institution.

Examples

a. A household files a joint application for TANF and SNAP benefits on 11/15.
The household has bank accounts with balances that total $4200.
Because of the difference between the TANF and SNAP Programs in the
evaluation of resources, the household would be ineligible for SNAP
benefits as a NA household but, categorically eligible if TANF was
approved.

1) Suppose TANF eligibility is determined on 12/4, with the first money
payment issued for December.

Because the household was determined eligible for TANF within the
30-day SNAP application processing timeframe and was not
determined ineligible for TANF for November, the household is
considered categorically eligible back to 11/15, the date of the
SNAP application.

2) Suppose as of 12/15, a determination on the TANF application has
not been made because of exceptions to the 30-day TANF
processing period. The agency may deny the SNAP application on
the 30th day, keeping it easily retrievable, or issue a Notice of
Action to extend the pending for an additional 30 days while
awaiting a decision on TANF eligibility.

TANF is approved on 12/20, with the first money payment issued for
December.

The household is eligible for SNAP benefits retroactively to
December 1, the first month the households receives TANF
benefits. December 1 is the later of the effective date of the TANF
approval or the SNAP application date.
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A client applies for SSI on 11/10. He does not want to apply for SNAP
benefits at that time. On 12/3 he changes his mind and files a SNAP
application. He would be ineligible for SNAP benefits according to NA
standards.

1)

2)

Suppose SSI determines the household eligible for a money
payment on 12/30.

Because the household was determined eligible for SSI within the
30-day SNAP application processing time frame, the household is
categorically eligible back to 12/3, the date of the SNAP
application.

Suppose as of 1/2, the SSI determination is pending. The agency
chooses to deny the SNAP application on the 30th day.

On 2/9, the household informs the agency that SSA approved SSI
benefits retroactive to November. The agency reinstates the
original SNAP application and provides SNAP benefits back to
12/3. That date is the later of the SSI effective date or the SNAP
application date.

Categorical Eligibility and Benefit Level

Once the agency determines a household’s entitlement to SNAP benefits, the EW must
determine the benefit level. Other eligibility factors described in this manual apply to
categorically eligible households in determining the benefit amount. The agency must
prorate benefits for the initial month based on the application date. The following
additional criteria apply:

a.

Any one- or two-person household is entitled to at least $16, regardless of net
SNAP income, except when benefits for the initial month prorate to less than $10.
There will be no issuance in this instance.

Any household of four or more receive benefits if its net income entitles it to a
benefit of $2.00 or more on the appropriate allotment table, even if its net SNAP
income is above the maximum for its household size.

The agency must deny or terminate any categorically eligible household entitled
to zero SNAP benefits.
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H. AUTHORIZED REPRESENTATIVES (7 CFR 273.2(n))

The head of the household, spouse or any other responsible member of the household may
designate an authorized representative to act on behalf of the household in applying for SNAP
benefits or in using SNAP benefits. In the event that the only adult living with a household is
classified as a nonhousehold member (as defined in Part VI.C.), that individual may be the
authorized representative for the minor household members. If households designate employers,
growers, crew chiefs, etc. as authorized representatives for farm workers or when any single
authorized representative has access to a large number of EBT cards, the EW should exercise
caution to assure that the household freely requested the help of the authorized representative;
the authorized representative is accurately stating the household's situation; and the authorized
representative is properly using the SNAP benefits.

1. Making Application

When the head of the household or the spouse cannot file an application, another
household member may apply or the household may designate an adult nonhousehold
member as the authorized representative for that purpose. The head of the household or
the spouse should prepare or review the application whenever possible, even though
another household member or the authorized representative will actually be interviewed.
The local agency must inform the household that the agency will hold the household liable
for any overissuance that results from erroneous information given by the authorized
representative, except as specified in Part I1I.H.5 regarding participation by residents of
drug addict/alcoholic treatment and rehabilitation centers.

Households may designate adults who are nonhousehold members as authorized
representatives for certification purposes only under the following conditions:

a. The head of the household, spouse, or another responsible member of the
household may designate the authorized representative in writing; and,

b. The authorized representative is an adult who is sufficiently aware of relevant
household circumstances.

The EW may determine on a case-by-case basis the frequency with which the agency
requests the written designation at a subsequent recertification. The EW may request the
household’s written designation at the recertification application as often as necessary.

Upon written authorization by the household, the representative must receive copies of all
correspondence sent to the household itself. This will include all notices, e.g. Notice of
Action, Notice of Expiration, etc. The agency must send the notices to the representative
as long as the representative named on the authorization remains the household's
authorized representative unless the written authorization specifies an ending date.
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2. Using SNAP Benefits

The authorized representative may use SNAP benefits to purchase food for the
household's consumption. The household will give its implied consent to the
representative for access to the EBT account as long as the household does not
withdraw access to the account by the representative, either by naming another
representative or by canceling the representative’s access.

3. Restrictions on Appointment

Certain individuals may not serve, as an authorized representative for a household unless
the agency determines there is no one else to assist the household in this capacity.
Restrictions apply to the designation of the following individuals as authorized

representatives:

a. Local agency employees;

b. Retailers authorized to accept SNAP benefits;

C. Individuals disqualified for an intentional program violation;

d. Homeless meal providers, for homeless recipients.

e. Previously named representatives who knowingly provided false information about

a household’s circumstances or improperly used the household’s SNAP benefits.

Local agency employees who certify households or who update the EBT administrative
terminal or retailers who accept SNAP benefits may not act in any capacity as an
authorized representative without a determination by the local agency director that no one
else is available to serve. The agency must file the specific written approval of the local
agency director in the case file.

Individuals who are disqualified for an intentional program violation may not act as
authorized representatives during the disqualification period unless the disqualified
individual is the only adult member of a household able to act on its behalf. The local
agency must determine that no one else is available to serve. The local agency must
determine separately whether the household needs such an individual to apply on behalf
of the household, to obtain benefits, and to use the benefits for food for the household.

Example

A household has found an authorized representative to obtain its
benefits each month but it has not been able to find anyone to
purchase food regularly with the benefits. If the local agency is also
unable to find anyone to purchase the food, the disqualified member
may do so.

Homeless meal providers may not act as authorized representatives for homeless SNAP
households.
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4, Documentation and Control

The local agency must ensure that the household properly designate authorized
representatives. The household’s case file must contain the name of the authorized
representative. A household may have any number of authorized representatives to
apply on its behalf but may have only one representative to receive its benefits through
EBT.

If households designate employers, such or those that employ migrant or seasonal farm
workers, as authorized representatives or that a single authorized representative has
access to a large number of benefit access devices or coupons, the local agency must
exercise caution to assure that:

a. The household has freely requested the assistance of the authorized
representative;

b. The household's circumstances are correctly represented; and

C. The authorized representative is properly using the household’s benefits.

The local agency may disqualify an authorized representative from serving as a
representative for SNAP purposes for up to one year. In order for the agency to
disqualify a representative, the agency must have evidence that an authorized
representative misrepresented a household's circumstances, knowingly provided false
information pertaining to the household, or improperly used SNAP benefits. The local
agency must send a letter to the affected household and the authorized representative
thirty days before the disqualification date.

. This letter must include at a minimum:

. The proposed action;

. The reason for the proposed action;

o The household's right to request a fair hearing (Note: The authorized
representative being disqualified may not request a hearing. Only the household
may do so.);

. The telephone of the office; and,

o If possible, the name of the person to contact for additional information.

The provision to disqualify an authorized representative is not applicable in the case of
drug and alcoholic treatment centers and group homes that act as the authorized
representative for their residents.
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5. Drug Addict/Alcoholic Treatment Centers (7 CFR 273.2(n)); 7 CFR 273.11)(e))

Narcotic drug addicts or alcoholics who regularly participate in a drug or alcoholic
treatment program on a resident basis may elect to participate in the Supplemental
Nutrition Assistance Program. The treatment center must be a private, nonprofit
organization or institution or a publicly operated community mental health center, under
Section 300x-21 et. seq. of U.S. Code Title 42 (formerly Part B of Title XIX of the Public
Health Service Act). See Part VII.C.2.

Residents must apply and be certified through the use of an authorized representative
who must be an employee of and designated by the treatment center. The resident
household, however, should assist in completing the application and should sign the
application along with the authorized representative, prior to certification, if possible.

The treatment center representative will receive an EBT card on the household’s behalf.
The center must spend the SNAP benefits for food prepared by and/or served to the
addict/alcoholic. The household may not directly access the SNAP benefits in the EBT
account while residing in the treatment center. See Part VI.E for additional information
about residential treatment centers.

6. Group Living Arrangements
Residents of public or private nonprofit settings for blind or disabled individuals may elect
to participate in the Supplemental Nutrition Assistance Program. An appropriate agency
of the state or locality must certify group living arrangements using regulations based on
under Section 1616(e) of the Social Security Act.

Residents of group living arrangements may apply and be certified three ways:

a. through the use of an authorized representative employed and designated by the
facility;

b. through the use of an authorized representative selected by the resident; or

C. on their own behalf.

If residents want to apply for themselves, the facility must determine if they are physically
and mentally capable of managing their affairs.

In a single facility, there may be a combination of application methods used. For example,
the facility may have some residents using authorized representatives and some applying
on their own behalf.

The local agency must determine the eligibility of residents of group living arrangements
who apply through the use of the facility's authorized representative as one-person
households. Household composition provisions of Part VI.A will determine household size
if residents apply on their own behalf.

See Part VI.E for additional information about group living arrangements.
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. CERTIFICATION NOTICES (7 CFR 273.10(g))

1. Initial and Reapplication

The local agency must provide applicants with a Notice of Action when the EW makes a
determination on each application but, no later than 30 days after the date of the initial
application or reapplication. The Notice of Action will inform an applicant household that
its application has been approved, denied, or is to be held pending. The EW may not
dispose of applications for failure to complete the interview earlier than the 30" day
following the filing date. If the 30" day falls on a weekend or holiday, the worker must
send the denial notice no earlier than the first business day after the 30" day.

2. Recertification

The local agency must provide households that have filed an application by the 15th of
the last month of their certification period with a Notice of Action by the end of the current
certification period. The local agency must provide households with a Notice of
Expiration to initiate the recertification process. The local agency must provide
households that have received a Notice of Expiration at the time of certification and have
applied within the prescribed time frames, with a Notice of Action not later than 30 days
after the date of the household's initial opportunity to obtain its last allotment. Part IV.C
describes the recertification procedures.

See Part XXIV for a sample of forms and instructions.
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The National Voter Registration Act of 1993 (NVRA) requires local social services agencies
offer each applicant for TANF, SNAP benefits, and Medicaid an opportunity to apply to register
to vote at initial application and at each review of eligibility. Voter registration application
services must also be provided any time a change of address is reported to the local agency in
person. Local agency staff must provide the same degree of assistance in completing voter
registration applications as is done in completing applications for assistance.

A. Prohibitions

Local social services agencies and agency staff are prohibited from making any statements or
taking any action that:

1. seeks to influence customers' political preferences;

2. displays any political preference or party affiliation;

3. discourages individuals from applying to register to vote; or

4. leads individuals to believe that a decision to register or not to register has any impact

on their eligibility for assistance or the benefit level that they are entitled to receive.

B. Voter Registration Services

Each local social services agency, including satellite offices, must provide the following
services:

1. distribute voter registration application forms for completion by customers at the agency
or to be taken for registration by mail;

2. assist customers in completing the voter registration application form unless such
assistance is refused,

3. ensure that spaces of the voter registration application are completed, including
identifying the locality name on the reverse side of the form;

4. complete the agency certification form;

5. make brochures about amendments to the Virginia constitution available for distribution;
and

6. accept voter registration application forms for transmittal to the local general registrar.
a. Each completed registration application must be submitted to the local registrar

every Friday or on the last working day before Friday if Friday is a holiday.
Envelopes with completed registration forms must be marked with an "A" in the
upper left corner and the number of registration forms in the envelope.
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b. Registration applications that are mailed to customers or that were obtained from

the local agency must be forwarded to the registrar if the completed forms are
returned to the agency.

C. The voter registration application may be mailed to the State Board of Elections
by customers at the expense of the customer.

Voter registration application services are not required to be offered when an individual
indicates that he/she is currently registered to vote in the locality and there is a completed
agency certification form in the customer's case record indicating the same, and the customer
has not moved from the address maintained when the registration occurred.

C. Certification

Each customer must be provided the "Certification of Virginia Voter Registration Agency
Certification" form at each application or review.

1. Customers who refuse to check the appropriate box on the certification form or refuse to
sign the form will be considered to have declined the opportunity to register to vote.

2. The worker must sign and date each certification form and complete the appropriate box.

3. Certification forms must be retained in the agency case record in accordance with
records retention guidelines.

4, The bottom of the certification form must be completed when registration applications

are mailed with applications for assistance and when an authorized representative files
the application on behalf of the household.

D. Individuals Required to be Offered Reqistration Services

Voter registration services must be offered to an individual who is:

1. A member of the TANF or medical assistance unit or SNAP household;
2. 18 years of age or who will be 18 by the time of the next general election; and
3. Present in the office at the time of the interview or when a change of address is reported.

(Note that a registration application must be sent upon request for mail-in purposes for
address changes that are not reported in person.)

Individuals accompanying the customer to the local agency who is not a member of the
assistance unit or household, including payees and authorized representatives, will not be
offered voter registration services by the local agency. A registration application must be
provided to the person upon request for mail-in purposes. When an authorized representative
is applying on behalf of another, the local agency must offer a mail-in application and the bottom
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of the certification form is to be completed accordingly.
The voter registration application must be mailed to an applicant with the application for

assistance if a subsequent face-to-face interview will not be required. When an in-office
interview is held, voter registration services must be provided at the time of the interview.
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ONLINE APPLICATION PROCEDURES

Applicants for SNAP benefits may complete an application for benefits online. Applicants may file
the completed application electronically or they may print the application and mail, fax, or take the
printed application to the local social services agency for processing. The filing date of
applications filed online is assigned by the online application. The processing period will begin
when the application is transmitted to the local agency on regular work days during normal office
hours.

Applicant Procedures

- Access the application at www.vafood.org or at www.dss.virginia.gov.

- Complete the application fully and accurately.

- Decide whether to sign the application electronically. (Note that applicants who decline to
sign the application electronically may not file the application online.)

- Be available for an interview as requested by local agency staff.
- Be able to provide two of the following items:

- Social Security Number of the applicant

- User Name/Application ID

- Confirmation Number

Local Agency General Procedures

- Designate individuals to review the List of Applications for SNAP found on the VNAN
administrators' site; receive notice when an application is received and retrieve the
application.

- Complete the VNAN Access Request Form to request access to the administrative site.
This form is available at
http://spark.dss.virginia.gov/divisions/dis/technical _support/forms.cqi.

- Local security officers must set up and remove administrators in LDAP.

- Contact bponlineapp@dss.virginia.gov for questions or technical problems about the
application.

Local Agency Administrators Procedures

- Review the List of Applications for SNAP daily.
- Receive e-mail notices when online applications are received.
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- Upon receipt of an application, go to the administrators' site at
https://jupiter2.dss.state.va.us/vnanadmin/signoff.do to:

- Print the application and related forms.
- Print the SNAP Electronic Signature Verification Form.

- Forward all documents related to specific applications to intake eligibility staff for
processing of the application.

- Forward applications received in error to the correct local agency through the
administrative site so the application date may be assigned properly. Identify contact
information for the agency to which the application will be forwarded.

Eligibility Worker Procedures

- Receive the completed application.
- Screen the application for completeness and entitlement to expedited service.
- Contact the household to arrange an interview.

- During the interview, have the household member or representative sign and date the
SNAP Electronic Signature Verification Form, supplying at least two of the following items:

- Social Security Number of the applicant

- Confirmation number

- Application ID/User Name
If the household cannot provide the minimal information on the SNAP Electronic Signature
Verification Form, change the application date to the date of the interview and document
the record about the change. In no other instance should the application date be changed.
If a telephone interview is conducted, the EW must complete the SNAP Electronic

Signature Verification Form with the information given by the person interviewed;
sign the form and document that a telephone interview was held.
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List of Applications for SNAP:

- . - » Wy - 5 x
O o ’ ﬂ ﬂ |/ \ 6‘-‘ v des File Edt “iew Favorites Tools  Help W

3" Virginia Department of Social Services

Claudia Jackson {900)
| | |

Virginia Food Connection Administrator’s Site

List of Applications for SNAP

Application Date Time Application ID Confirmation Number  Retrieval Status Action

SNAP Electronic Signature Verification Form:

&1 nhttps://saturn. dss.state.va.us - Virginia Food Connection Administrator Site - Microsoft Internet Explorer g@

SNAP Electronic Signature Verification Form
Instructions - Please provide two of the following: SSN, Confirmation Number, Application Id.

Date of Application: March 29, 2010
Name: First Last

SSIN:

Confirmation Number:

Application Id:

Signature Diate

f’g_é_‘] Done é 0 Internet
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THE COMBINED APPLICATION PROJECT

The Virginia Combined Application Project (VaCAP) is a demonstration project that is designed to
increase SNAP participation among single, elderly Supplemental Security Income (SSI) recipients
who live alone and have no earned income. Participation in this group has historically been lower
than desired, often attributed to the cumbersome application process and low benefit level.

This project will:

Identify potentially eligible non-participating SSI recipients;
Produce a simplified, pre-filled, system-generated application;
Provide simplified processing procedures for local agencies; and
Provide a standardized benefit based on high or low shelter costs.

A. The Pre-Application Process

1.

ADAPT will match against the State Data Exchange (SDX) monthly after cutoff to
identify potentially eligible clients who

a. Receive SSI;
b. Do not currently receive SNAP benefits;
C. Live in Virginia,

d. Are elderly (age 65 or older);

e. Are single, divorced, widowed, or separated;
f. Live alone or purchase and prepare alone; and
g. Have no earned income.

ADAPT will generate an application and will pre-fill the application with the
following elements:

a. Name

b. Date of Birth

C. Address

d. SSI amount received

The Virginia Department of Social Services will mail the application to the
household with a postage-paid envelope and the address of the local social
services department.
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B. The Application Process

1. Upon receipt of the simplified VaCAP application, the household must:

a. Correct the preprinted information, if necessary;
b. Specify the shelter amount to reflect rent or mortgage and utility expenses;
C. Sign the application; and
d. Return the application to the appropriate local agency.
2. If the application is complete, the local agency must:
a. Process the application;
b. Enter the case into ADAPT;
C. Send the Notice of Action to approve the case; and
d. Issue an EBT card to the household, if necessary.

3. For incomplete applications, the local agency must take the following actions:

a. No signature - The local agency must return the application to the
household for signature.

b. Shelter expense information not provided — The local agency must process
the application with the lower shelter amount.

4, If the household does not return the application, ADAPT will generate a second
application the following month. No additional applications will be mailed if the
second application is not returned.

5. The interview requirement has been waived.

C. ADAPT

An application is determined to be VaCAP by fields on ASCASE, AECASE, and
AERESI in ADAPT.

ASCASE

The Interview Held field must be "V" for VaCAP.

AECASE

The Interim Reporting field must be "00."
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AERESI
The FOR SNAP fields must be completed as follows:
. Select one of the shelter expense entries;
o Enter "N" in the Bypass VaCAP field; and
. Enter "V" in the Interview Held field.
D. Benefit Level

Benefits for participants in the VaCAP demonstration are not calculated using the process
outlined in Part XIII.C. Participants will receive:

o High benefit - $100 - shelter expenses total $500 or above.
o Low benefit - $80 - shelter expenses total $499 or less.
E. Issuance of Benefits

VaCAP benefits will not be prorated. The household will receive a full month’s benefit
beginning the first of the month the application is received in the appropriate local agency.

F. Certification periods
The certification period for all VaCAP applications will be three years.
G. Recertification

VaCAP patrticipants will receive a combined expiration notice and an application to
recertify for VaCAP. The Virginia Department of Social Services will mail the
recertification application to participants in the month before the certification period
expires. Participants must complete the application and return it to the local social
services department for processing. A report of VaCAP recertification applications mailed
each month is available through Option 18 in ADAPT.

H. Change Reporting

a. VaCAP households are not required to report changes. The Social Security
Administration will report changes in SSI eligibility through the SDX. ADAPT will
automatically close VaCAP cases and generate notices when certain changes are
reported through the SDX. These changes include the institutionalization or death
of the SSI recipient.

b. If a project participant reports a change that affects the household’s eligibility for
VaCAP or the benefit amount, the worker must act on the change.
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l. Conversion
There is no conversion to the VaCAP project.

1. Move from the regular SNAP benefits - The household may request closure of the
regular SNAP case. The household may subsequently apply for VaCAP upon
receipt of the computer-generated application.

2. Move to regular SNAP benefits - The household may request closure of the
VaCAP case in order to re-apply to the regular, ongoing program. The worker
should evaluate whether this would be beneficial to the household and provide the
household the information.
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A. VERIFICATION

Verification is the use of third party information or documentation to establish the accuracy of
statements on the application or Interim Report. Households have at least ten days to provide
required verification.

1. Mandatory Verification at Initial Application/Reapplication (7 CFR 273.2(f))

Local agencies must verify the following information before certification for households
initially applying and for reapplications:

a.

Residency

Applicants must establish that they reside in the Virginia locality in which
they apply for SNAP benefits. See Part VII.B. Verification of residency is not
needed when obtaining proof cannot reasonably be accomplished. Such
instances may include homeless households, migrant farm worker
households, households newly arrived in a locality, or participants in the
Address Confidentiality Program which is available to domestic violence
victims.

Where possible, verification of residency may often be accomplished in conjunction
with verifying other items such as identity. If the agency cannot verify residency
when verifying other information, the agency must use a collateral contact or other
readily available documentary evidence. Verification may include statements from
migrant service agencies or camp officials, letters from the people with whom the
household is staying, hotel check-in receipts, day care enroliment forms, and health
clinic records for the family. The agency must accept any document or collateral
contact that reasonably establishes the applicant's residency. Households do not
have to provide a specific type of verification.

Identity

Applicants must verify the identity of the person making the application. When an
authorized representative applies on behalf of a household, the agency must verify
the identity of both the authorized representative and the head of the household.
The agency may verify identity through readily available documentary evidence,
including DMV inquiries through SPIDeR, or through a collateral contact, if no other
source is available. Acceptable documentary evidence includes, but is not limited
to, a driver's license, work or school ID, ID for health benefits or assistance or social
services program, a voter registration card, wage stubs, a Social Security card or
card stub issued by the Social Security Administration (SSA), or a birth certificate.
The agency must accept any documents that reasonably establish the applicant's
identity. Households do not have to provide a specific type of verification.

For drug or alcoholic treatment center residents, the authorized representative may be the
resident's collateral contact for purposes of verifying the resident's identity and residency.
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C. Gross Nonexempt Income

The agency must verify gross nonexempt income for each household member
before certification. The process of verifying income includes establishing the onset
and termination of income.

d. Citizenship and Immigration Eligibility

The applicant must declare in writing the citizenship or immigration status of all
household members. Immigrants must present documentation for local agencies to
determine if they are eligible immigrants as defined in Part VII.F. To establish
eligibility for immigrants, applicants may need to establish:

1) the date of admission;

2) the date USCIS granted the status;

3) a military connection;

4) battered status;

5) presence in the U.S. on August 22, 1996;

6) the number of work quarters; or

7 tribal membership.

While awaiting acceptable documentation, the immigrant in question is ineligible,
but the agency must determine the eligibility of any remaining members except in
the instance when a member disputes the SSA report of countable work quarters to
establish eligibility. The member may participate for six months during the SSA
investigation. See Part VII.F.3.

The agency may verify the validity of an immigrant's documents through an
automated or manual system for the U.S Citizenship and Immigration Services
(USCIS). The procedures for the Systematic Alien Verification for Entitlements
(SAVE) Program verification system are in Appendix 2 of Part VII.

The agency must not verify the citizenship of household members unless the
information provided by the household is questionable. See Part VII.F.4 for

suggested forms of verification and the procedures to verify citizenship.

e. Shelter Expenses

Households must declare their shelter costs in order to receive a deduction for such
expenses. Households must also declare their responsibility for heating or cooling
expenses or their responsibility for telephone costs for entitlement to use
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the standard utility allowance or the telephone standard, respectively. The local
agency must verify shelter expenses only if the information presented by the
household is questionable.

NOTE: Recipients of Low-Income Home Energy Assistance payments are entitled
to the utility standard even if they do not incur direct utility costs as long as they
received the assistance at the current residence.

The local agency must not verify the shelter expenses of homeless households that
gualify for the Homeless Shelter Allowance unless the claim is questionable. See
Part X.A.7.

f. Dependent Care Expenses

Households may declare dependent care expenses for a child or other household
member that are needed to allow a household member to work, to look for work, or
to be in a job training program. See Part X.A.3. The local agency must verify the
expense only if the information presented by the household is questionable.

g. Resources
Applicants must declare the amount of their liquid resources at each application.
Unless the declared amount is questionable or the household fails to declare an
amount, the agency must not request verification of resources.
When verification is requested, the agency may obtain verification of liquid
resources through checking and savings account statements, clearances sent to
banks and savings institutions, credit union statements, etc.

h. Loans

The agency must verify all monies a household receives that the household reports
as loans.

i Medical Expenses

The local agency must verify the amount of any medical expenses that may be
deductible, including expenses that the household expects to incur during the
certification period in order to get the medical standard deduction or to claim
actual expenses. The agency must also verify amounts for reimbursement of
medical costs, such as a reimbursement from an insurance company for a hospital
bill. The agency must obtain verification before initial certification if the household
indicates the existence of a deduction for a household member who is 60 years of
age or older or disabled. For the medical standard deduction, the household
must verify that eligible members incur more than $35 a month in allowable
medical expenses. Households that incur more than $175 a month in medical
expenses may opt out of the medical standard deduction and verify and claim
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actual expenses. Any expenses that are anticipated but not verified at certification
will be allowed if verification is provided during the certification period for
households claiming actual expenses or the verification establishes
entitlement to the medical standard deduction.

j- Social Security Numbers (7 CFR 273.2(f)(1)(v))

The local agency must verify the Social Security number (SSN) of all household
members reported by the household by submitting them to the Social Security
Administration (SSA) through SOLQ-I. The agency, however, must not delay
certification of an otherwise eligible household solely to verify a Social Security
number even if the 30-day processing period has not expired. As soon as the
agency completes all other steps necessary to certify a household, except for
verification of the Social Security number, the agency must certify the household.

When the SOLQ-I inquiry indicates that SSA is unable to verify the SSN provided by
the client, the EW must contact the household to determine if the information the
household provided is correct and obtain the correct information, as appropriate. If
the information the agency has is correct, but the information SSA has is incorrect,
the agency must notify the household that it must resolve the discrepancy with the
SSA.

If the household fails to provide the necessary information that would allow the
verification of an SSN, the household member for whom the number is unverified is
ineligible.

If a household must provide information or documentation to the local agency or the
SSA, the household must complete the action before the next recertification or show
good cause why it was unable to do so.

If a household claims it cannot complete required actions for reasons beyond its
control, the EW must verify the household's inability to cooperate. For example, a
household may claim it cannot verify a name change because fire destroyed official
records. The EW must verify this claim to the point he/she is satisfied the claim is
accurate, i.e., documentation of the name change no longer exists. In these cases
an SSN match cannot be accomplished since SSA records cannot be corrected
without the missing documentation. If the EW verifies that the household is unable
to provide the information needed to verify the SSN, the household member will
remain eligible. The case file must adequately document the household's inability
to provide the information.

Conversely, if the EW is unable to substantiate the household's claim that it cannot
provide the information, the household member will be ineligible.

Appendix | to this chapter contains suggested language for a form that the EW may

give to clients who must provide SSA with information or documentation to complete
the verification process.
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k. Disability (7 CFR 273.2(f)(1)(viii))

Whether the stricter or more relaxed definition of disability is evaluated, disability
status of individual household members must be established. If a household fails
to verify disability when necessary, the individual in question is not considered
disabled.

Work Reaqistration, Student Identification, Work Requirement

A statement from a licensed medical provider is sufficient for the less restrictive
standards for these policy areas. Receipt of temporary or permanent disability
payments may also be used.

Separate Household Status for Elderly, Disabled Persons

For elderly, disabled persons who are unable to purchase and prepare meals
separately, the agency must first determine the disability and then establish that
these persons are unable to purchase and prepare meals because of the
disability. The Social Security Administration’s list of disability conditions may be
used for this evaluation.

If it is obvious that the individual could not purchase and prepare meals because
of the disability, the agency must consider the individual disabled even if the
disability is not specifically mentioned on the SSA list. If the disability is not
obvious, the EW must verify the disability by a statement from a licensed medical
provider or licensed or certified psychologist, along with a statement that, in the
doctor’s opinion, the disability prevents the individual from purchasing and
preparing meals.

Disabled for Determining Eligibility for Group Homes, Medical Expenses,
Unlimited Shelter Expenses, Net Income Standards, 24-month Certification
Periods, Resource Eligibility, Immigration Eligibility

Verification of this evaluation of disability, as noted in Definitions, will usually be
determined by receipt of or approval for certain income sources or benefits. For
example, approval for or receipt of a disability check from the SSA, including SSI,
verifies disability.

Child Support Payments

A household member's legal obligation to pay child support, the obligated amount
of support to be paid, and the amount of child support actually paid must be
verified in order to allow a deduction.

Documents which may be used to verify the household's legal obligation to pay
child support and the obligated amount include a court or administrative order, or
a legally enforceable separation agreement. The actual payment of support may
be verified through such methods as cancelled checks, withholding statements
from wages or unemployment compensation, statements from custodial parents
about direct payments or payments made to third parties, or payment records of
the Division of Child Support Enforcement. Documents used to verify legal
obligation
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to support do not constitute verification of what is actually being paid. Therefore,
separate verification of the obligation and actual payment must be obtained, unless
the information is obtained through APECS.

Verification of Questionable Information (7 CFR 273.2(f)(2))

Local agencies must not verify any other factors of eligibility prior to certification unless
they are questionable and affect a household's eligibility or benefit level. To be considered
questionable, the information on the application must be:

a. inconsistent with statements made by the applicant;
b. inconsistent with other information on the application or previous applications; or
C. inconsistent with any other information received by the local agency.

When determining if information is questionable, the local agency must base the decision
on each household's individual circumstances. For example, a household's report of paid
expenses that exceed its income may be grounds for a determination that further
explanation and possibly verification is required. This circumstance alone may not be
grounds for a denial. The local agency must explore with the household how it is
managing its finances; whether the household receives excluded income or has
resources, and how long the household has managed under these circumstances.

If the agency needs verificati