MANUAL TRANSMITTAL

Arkansas Department of Human Services
Division of County Operations

Policy Directive Issuance Number: SNAP 17-5
NAP Certi ion Man Issuance Date: 01/01/18
From: Mary Franklin, Director Expiration Date: Until Superseded

Subj: Returned Mail

Summary of Changes:

SNAP Policies 11570 and 12400 have been updated to include new sections in policy regarding
the updated procedures of how to handle returned mail. The new sections are SNAP Policy
11570.1 and SNAP Policy 12460.

The updated policy states : a Request For Contact (RFC) will need to be sent to the client when
mail has been returned from the post office indicating that the addressee is unknown, has
moved and left no forwarding address, or that the address provided does not exist. If the
addressee does not respond to the RFC then a 10 day notice to close the case will be sent. The
worker must ensure that a county office error did not cause the mail to return. The county
office worker must also ensure that the household has not reported an address change which
was not processed or was processed incorrectly. The returned mail, including the envelope,
must appear in the case record. The action to close the case must be fully documented.

Inguiries to:

Koscina Lang, Supplemental Nutrition Assistance Program Section, 501-682-8283,

Koscina.lang@dhs.arkansas.gov

Jessica Haynes, Supplemental Nutrition Assistance Program Section, 501-682-8286,

lessica.haynes@dhs.arkansas.gov
Yolanda Geary, Supplemental Nutrition Assistance Program Section, 501-682-8284,

yolanda.geary@dhs.arkansas.gov




SNAP CERTIFICATION MANUAL ~ SECTION 11000

11500 Semi-Annual Reporting Households

111571 Speclal Slituations/Exemptions from Notice T

¢ The effective date of the change.

An automated notice may be issued in most circumstances.

11570.,1 Return Mali
SNAP MANUAL XXH00/%X

When mall is retumed by the post office with 2 message from the post office Indicating that the
addressee Is unknown, has moved and left no forwarding address, or that the address provided
does not exist, a Request for Contact (RFC) must be sent. If the addressee does not respond to
the RFC thena 10 day notice to close the case wiil be sent. The worker must ensure that a
county office error did not cause the mal! ta return. The county office worker must also ensure
that the household has not reported an address change which was not processed or was
processed Incorrectly. The returned mall, Including the envelope, must appear in the case

record. The action to close the case must be fully documented,

11571 Special Situations/Exemptions from Notice
SNAP MANUAL XXX

In the situations listed below adverse action may be taken on a seml-annual reporting case
without the Issuance of a netice.

1. Death of All Household Members

When all household members have died, the case will be closed immediately. No notice
will be Issued.

2. Move From the State
When all household members have moved from the state, the case will be closed
Immediately. No notice Is required; however, one may be provided upon request.

3. Completion of Restoration of Lost Benefits
Some households elect to receive a restoration of lost benefits in installments. Such
households must be notified in writing of the last month restored benefits will be
received (see SNAP 13310). If the household was properly notified at the time the
restoration was authorized, no notice need be sent after all installments have been
authorized.

4. Anticipated Changes In Monthly Benefits
SNAP benefits may vary from month to month due to anticipated changes {see SNAP
7523 .3}. If the household was notified of these variations at certification, no additional
notice is required.

5. Case Closed at Household's Request
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An automated notice may be Issued in most clrcumstances.

115701 Return Mall
NAP NUA| X
h il rom th ffice Indicating th
nk h
sl n R n h
I ) will n worker must snsure th.

11571 Speclal Situations/Exemptions from Notice
SNAP MANUAL XXx

In the situations isted below adverse action may be taken on a seml-annual reporting case
without the issuance of a notice.

1. Death of All Household Members
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When all household members have died, the case will be closed immediately. No notice
will be Issued.
Move From the State
When all household members have moved from the state, the case will be closed
immed|ately. No notice Is required; however, one may be provided upon request.
Completion of Restoration of Lost Beneflts
Some households elect to recelve a restoration of lost benefits In Installments. Such
households must be notifled In writing of the last month restored benefits will be
recelved (see SNAP 13310). If the household was properly notified at the time the
restoration was authorized, no notice need be sent after all instal!ments have been
duthorized.

gl ly Benef
SNAP benefits may vary from month to month due to anticlpated changes (see SNAP
2523.3). 1f the household was notified of these variations at certification, no addlitional
notice Is required.

Lase Closed at Hoysehold's Reguest



New Section

SNAP CERTIFICATION MANUAL - SECTION 12000

12400 Unclear Information

orts by Individuals’/ Generally Known Information Wl

k12450 Re

3. Acounty worker abserves a member of 2 currently certified household working at a job
although no employment or a different employer has been reported by the household.

When Information on an occaslonal reporting household becomes known to the agency through
general sources, the worker will follow the procedures in SNAP 12400 to substantiate the
Information.

When information becomes known about a limited reporting household Including those
households subject to semi-annual reporting, the information must be analyzed to determine if
the case will be affected right away. For example, if all household members have died or moved
from the State, the case must be closed. If a household member has been observed working, all
circumstances regarding the unreported income will be documented in the case record. The
employment will be verified when the next semi-annual report or application is submitted.

An overpayment will be prepared for any months during which an overissuance occurred due to
the household’s failure to timely report a change In circumstances.

12460 Returned Malil
" SNAP MANUAL Y0{/XX/XX

When mall Is returned by the post office as undeliverable, a Request for Contact {RFC) will be
sent. The worker must ensure that a county office error did not cause the mail to return,

The county office worker must also ensure that the household has not reported an address
change which was not processed or was processed incorrectly. The returned mall, Including the
envelope, must appear In the case record. The actlon to close the case must be fully
documented,



NOTICE OF RULE MAKING

Pursuant to the Food and Nutrition Act of 2008 (P.L. 110-246), the Supplemental
Nutrition Assistance Program proposes to add SNAP Policy Sections 11570.1 and
12460 regarding the handling of returned mail by the post office as undeliverable.

The DHS/DCO Policy will be effective January 1, 2018.

Copies of the proposed policy may be obtained by writing to the Division of
County Operations, OPPD, P. O. Box 1437, S335, Little Rock, AR 72203-1437.
Ail comments must be submitted no later than November 14, 2017,

If you need any material in a different format, such as large print, contact our
Americans with Disabilities Act Coordinator at 682-8922 (Local); 1-800-482-5850,
extension 2-8922 (Toll-Free); or obtain access to these numbers through voice
relay: 1-800-877-8973 (TTY Hearing Impaired).

The Arkansas Department of Human Services is in compliance with Federal law
and the U.S. Department of Agriculture policy, which prohibits the Department
from discriminating on basis of race, color, national origin, sex, age, religion,
political belief or disability. EL4501731051

W ekl

Mary Franklin
Director
Division of County Operations




