Bismarck, North Dakota MANUAL LETTER # 3653 February 1, 2022

Par.1. Material Transmitted and Purpose - Transmitted with this
Manual Letter are changes to Service Chapters:

Administrative Procedures 448-01

Child Care Assistance Program 400-28

Low Income Home Energy Assistance Program 415
Supplemental Nutrition Assistance Program 430-05
Temporary Assistance for Needy Families 400-19

Par. 2. Effective Date - Changes included in this manual letter are
effective on or after February 1, 2022 unless otherwise indicated.

448

Interfaces 448-01-50

1. 448-01-50-60 Third Party Income Verification. A new section of policy is
being added which will define the allowable use of a third party income
verification source. Equifax will be used for CCAP, LIHEAP, SNAP and
TANF and combination cases with HCC and other programs. HCC only
cases will verify earned income using TALX through the Federal Data
Service Hub (FDSH). The third-party income verification source will be
an allowable employment and income verification for all economic
assistance programs and HCC.

Third Party Income Verification 448-01-50-60

A third-party income database (Equifax or TALX) is an interface that is used to
verify individuals earned income. Employers are not required to provide payroll
information to this income verification source and therefore, verification of
wages may not always be available through the interface.

Equifax may be used to verify income for CCAP, HCC, LIHEAP, SNAP and TANF
and combination cases with HCC. HCC only cases will verify earned income
using TALX through the Federal Data Service Hub (FDSH). Either source will
provide the same information for an individual. Verification of income and
employment received may be used as an acceptable verification source unless
the information is questionable compared to what the household has reported.
When the received information is questionable, a request for verification should
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be sent to the household.

A third-party income database source may be used when determining initial
eligibility at application, redetermining eligibility at review, adding a new
household member that has income, or when an income change is reported for
a household member.

Data received as a result of this search may be released to the individual to
whom it relates but MUST NOT be released to (given, mailed or e-mailed) to
any agency, authorized representative, or other individual, unless required by
law.

CCAP

Financial Eligibility Requirements 400-28-65
1. 400-28-65-10-30 - Documentation/Verification of Earned Income. Policy
is being changed to remove the reference to TALX not being an allowable

verification source. Reference to interface policy in the Administrative
Procedures 448-01 manual is being added and linked.

Documentation/Verification of Earned Income 400-28-65-10-30

All earned income received by the family must be verified.

The primary verification of declared earnings is the pay record (pay stubs,
etc.) verifying the gross wages received paid by the employer.

Documents or records available to verify earned income include but are not
limited to the following:

o Pay stubs

« Employer’s wage records
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« A statement from the individual’s employer that includes the name of the
business, the name of the person who completed, signed and dated the
form, along with the position they occupy in the business

« A copy of the contract if income is received on a contractual basis
e Interface. Acceptable interfaces are addressed in the Administrative

Procedures Manual. Refer to section 448-01-50 of the Administrative
Procedures Manual.

All documentary evidence must be date stamped the day it is received at the
human service zone. It is unacceptable to use the date the verifications are
scanned into the case file as the date stamp. An electronic date stamp is

acceptable as long as it is part of the document and stamped the day the
verification is received.

LIHEAP

Application & Verification Procedures

1. 415-15-10-05 - Income - Verification. Policy is being changed to remove
the reference to TALX not being an allowable verification source.

Reference to interface policy in the Administrative Procedures 448-01
manual is being added and linked.

Income - Verification 415-15-10-05
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While eligibility for LIHEAP is determined in large measure on information
supplied by the applicant under penalty of perjury, income eligibility must be
supported by conclusive, documenting evidence.

All sources and types of income that exceed $500 per year must be verified
at the time of application by written documentation. This may be
accomplished by the use of wage stubs, signed statement from an employer,
Internal Revenue Service (IRS) forms, automatic bank deposit slips for social
security, award letters for SSI or other types of benefits, NB+/erify interfaces,
etc.

Acceptable interfaces for each program are addressed in the Administrative
Procedures Manual. Refer to section 448-01-50 of the Administrative
Procedures Manual.

Nb+erify Interface searches are to be conducted according to current
agreements with the interface sources.

If the application is taken during the early days of the month before the
current wage stub is available, the previous month's wage stubs, etc. may be
used to establish the amount of monthly income. If the applicant has income
from a new source in the month of application, consider the amount of this
monthly income. Establish the annual amount of income by using the current
wage stubs received and the pay frequency. If no pay checks have been
received at the time of application, a written verification from the employer
should be provided by the applicant.
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Income received during any month used to compute eligibility and/or benefits
prior to the month of application must be similarly verified.

Wherever possible, the case file should contain copies of the written
verification provided by the applicant. However, where this is not feasible,
such as when an application is taken by home call or in alternate sites where
a copy machine is not accessible, it is sufficient for the eligibility technician to
make a case note of the type of written verification that was seen.

Where the applicant is a current recipient of another public assistance
program, it is sufficient to make a cross reference in the case file to the
appropriate public assistance record containing the documentation of income,
so long as the other record is current and has been reviewed for
completeness of information used to establish LIHEAP eligibility. If the TEC3
screens are used to verify TANF income, the worker needs to be sure the
amounts used reflect the net TANF grant actually received without the extra
allowances for special needs, child care reimbursements, incentive
allowances, etc.

Since LIHEAP eligibility will normally be determined only once during the

duration of the heating season, it is not necessary to report or verify income
changes.

SNAP

Application Processing 430-05-20

1. 430-05-20-55-15 Sources of Verification. Policy is being changed to
remove the reference to TALX not being an allowable verification source.
Reference to interface policy in the Administrative Procedures 448-01
manual is being added and linked.

Sources of Verification 430-05-20-55-15

Acceptable sources of verification include documentary evidence, collateral
contacts, home visits and system interfaces.
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Documentary Evidence

Documentary evidence is written confirmation of a household’s circumstances
and must be used as the primary source of verification for all items except
residency and household size. If the household cannot obtain documentary
evidence, the worker may require collateral contacts or do a scheduled home
visit. Residency and household size may be verified through any other source
of verification.

Examples:
Wage stubs, rent receipts and utility bills.

Acceptable verification is not limited to any single type of document and may
be obtained from the household or another source.

Whenever documentary evidence is insufficient to make a determination of
eligibility or benefit level, the worker must pend the application and request
sufficient verification from the household.

All documentary evidence must be date stamped the day it is received at the
human service zone. It is unacceptable to use the date the verifications are
scanned into the case file as the date stamp. An electronic date stamp is
acceptable as long as it is part of the document and stamped the day the
verification is received.

Collateral Contacts

A collateral contact is a verbal confirmation of a household's circumstances
by an individual outside the household and are used when documentary
evidence is insufficient or incomplete. The collateral contact may be either in
person or over the telephone. The eligibility worker must rely on the
household to provide the name of any collateral contact. The household may
request assistance in naming a collateral contact.

A collateral contact can be any third-party verification of the household's
statements. The eligibility worker is responsible for obtaining verification from
acceptable collateral contacts, which include but are not limited to:
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« Employers

o Landlords

« Social service agencies

o« Community action agencies
« Migrant service agencies

Once the household has supplied the name of a collateral contact or has
asked the eligibility worker for assistance in locating a collateral contact, the
eligibility worker must promptly contact the collateral contact or otherwise
assist the household in obtaining the necessary verification.

When the collateral contact designated by the household is unacceptable, the
eligibility worker must ask the household to name another collateral contact
or substitute a scheduled home visit.

The eligibility worker should only disclose the information that is absolutely
necessary to get the information being sought. The eligibility worker should
avoid disclosing that a household has applied for SNAP and should not
disclose any information provided by the household. Eligibility workers should
not suggest that a household is suspected of any wrong doing.

In directly contacting a collateral contact, the eligibility worker must always
identify themselves by name, position and the name of the human service
zone local office. In doing so and then inquiring about a particular client by
name, the contact may be able to determine that the client is applying for
assistance. This does not constitute a violation of confidentiality.

If the collateral contact requests information about the recipient’s status, the

eligibility worker must refuse the inquiry and briefly explain the
confidentiality requirements.

Verification obtained in non-written form must be documented in the case
file.

Home Visits
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Home visits are used on a case-by-case basis when documentary evidence or
collateral contacts are insufficient or cannot be obtained. A home visit must
be scheduled in advance with the household.

System Interfaces

Acceptable interfaces for each program are addressed in the Administrative
Procedures Manual. Refer to section 448-01-50 of the Administrative

Procedures Manual.

Efgflijifiiif

«SAVE

«IEVS

«PARIS
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+Sex&DbOB-donrotmateh-SSA
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TANF

Administrative Requirements 400-19-15

1. 400-19-15-10 Verification of Selected Factors of Eligibility and
Verification Sources. Reference to the Administrative Procedures Manual
448 is being linked. Reference to individual interfaces has been removed as
interfaces are addressed in the Administrative Procedures Manual 448.

Verification of Selected Factors of Eligibility and Verification Sources
400-19-15-10
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While eligibility for TANF is determined primarily by information supplied by
the applicant/recipient, verification of all factors of eligibility must be
supported by conclusive, documenting evidence. It is the responsibility of the
applicant or guardian of the applicant to provide documentary evidence to
support its statements and resolve any questionable information. The
applicant or guardian may supply documentary evidence in person, through
the mail, e-mail or fax. If the information is e-mailed, retain a copy of the e-
mail that includes the individual’s name, the date of the e-mail, and the
content of the e-mail. The eligibility worker shall accept any reasonable
documentary evidence provided by the household and shall

offer assistance to the household in obtaining the documentary evidence if
needed.

Verification Factors

Verification is the use of third party information or documentation to establish
the accuracy of statements and information provided to the eligibility worker.
TANF requires the following factors of eligibility to be verified:

1. Proper degree of relationship;

2. Social security number or Verification of Application for a Social
Security Number;

3. Age;
4. Identity;
5. Citizenship;

6. School attendance of any child age 16 to 18, or if age 18, is a full-time
student in a secondary school or a vocational or technical school that is
equivalent to a secondary school, and who will, before the end of
the calendar month in which the student will attain age 19:

a. Complete their training curriculum from a secondary school in
order to receive a high school diploma or GED, or

b. Complete their training at a vocational or technical school that is
equivalent to secondary school.
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7. All income;

8. Equity value of assets whenever available information or the prudent
person concept suggests such reported value may exceed program
limitations;

9. Conditions requiring professional examinations or judgments to
establish the existence of incapacity or pregnancy;

Note: In addition to verification of pregnancy when the
household consists of a pregnant woman with no other child(ren),
verification of the Estimated Date of Confinement (due date) is
also required.

10. Special Items of Need requests;

11. Child or alimony/spousal support, or money paid to non-household
members; and

12. Any other factor of eligibility for which available information is lacking,
questionable, or inconclusive, and which suggests to a prudent person
that further inquiry and/or documentation is necessary.

Verification Sources

1. Documentary Evidence. Eligibility workers shall use documentary
evidence as the primary source of verification. Documentary evidence
consists of a written confirmation of a household's circumstances.
Examples of documentary evidence include wage stubs, rent receipts,
and utility bills. Although documentary evidence shall be the primary
source of verification, acceptable verification shall not be limited to a
single document or source. Where information from another source
contradicts statements made by the household, the household shall be
afforded a reasonable opportunity to resolve the discrepancy. Whenever
documentary evidence cannot be obtained, the eligibility worker may use
alternate sources of verification such as collateral contact and home
visits. In all cases, the method of verification shall be recorded in the
case file.
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All documentary evidence must be date stamped the day received at the
human service zone. An electronic date stamp is acceptable if it is part
of the document and stamped the day the verification is received.

The date verifications are scanned into case file are not considered the
date received by the human service zone local office as this only
represents the date the information was scanned into the case file.

2.Collateral Contacts. A collateral contact is a verbal confirmation of a
household’s circumstances by an individual outside the household and
is used when documentary evidence is insufficient or incomplete. The
collateral contact may be either in person or over the telephone. The
eligibility worker must rely on the household to provide the name of
any collateral contact.

A collateral contact can be any third-party verification of the
household's statements. The eligibility worker is responsible for
obtaining verification from acceptable collateral contacts. Suggested
collateral contract sources include the individuals current or prior
landlord, school district, banks, community action agencies,
Department of Motor Vehicle, non-relatives, current or prior employers,
Job Service, housing agencies, social service agencies, etc.

The eligibility worker must only disclose the information that is
absolutely necessary to get the information being sought. The eligibility
worker should avoid disclosing that a household has applied

for assistance and should not disclose any information provided by the
household. Eligibility workers should not suggest that a household is
suspected of any wrongdoing.

The household may designate a collateral contact. However, the
eligibility worker is not required to use a collateral contact designated
by the household if the collateral contact cannot be expected to provide
accurate third party verification. Once an acceptable collateral contact
is designated, the eligibility worker is responsible for obtaining
verification from the collateral contact.
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In directly contacting a collateral contact source of verification, the
eligibility worker must always identify themselves by name, position,
and the name of the human service zone office. In so doing and then
inquiring about a particular client by name, the contact may be able to
know that the client is applying for assistance. This does not constitute
a violation of confidentiality regulations.

Note: If the contact requests more than this information about
the recipient’s status, the eligibility worker must refuse the inquiry
and briefly explain the confidentiality requirements.

Verification obtained in non-written form must be documented in the
case file.

3. Home Visits. Home visits are to be used as verification only when
documentary evidence is insufficient to make a firm determination of
eligibility, there are no collateral contacts, or verification cannot be
obtained, and the home visit is scheduled in advance with the household.

4. System Interfaces. System interfaces are used to verify information
needed to determine eligibility. Acceptable interfaces nterfaces are
addressed at 448-01-50 in the Administrative Procedures Manual. Refer

to section 448-01-50 of the Administrative Procedures Manual for
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