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PROGRAM (s):  Food Stamps

Subject:
Reinstate vs. Reopen  - 

Food Stamp Cases That Closed for Failure to Reestablish Eligibility 

Introduction:  DSS must provide timely, accurate, and fair service to applicants for, and participants in, the Food Stamp Program. The redetermination process includes filing and completing a redetermination form, being interviewed and verifying certain information. 

This bulletin clarifies whether the worker should reinstate or reopen a Food Stamp case when it closes due to failure to reestablish eligibility (EMS reason code 235). 
	General principles
	No household may participate beyond the expiration of the certification period assigned without a determination of eligibility for a new period.

If a redetermination of eligibility cannot be processed before the expiration date, the case must be closed at the end of the redetermination period regardless of whose fault it is that the case was not processed in time. (UPM 1545.40 B. 2.)
If the failure to complete the redetermination was the fault of DSS, the worker assigned to the redetermination should continue to process the case, even though it closed effective upon the expiration of the redetermination period. This is true regardless of when the case is processed. If the client is found eligible, the worker must grant assistance back to the first day of the month after the date of closure.

If the failure to complete the redetermination is the fault of the household but they submit a signed redetermination form within 30 days of the date the case closed, the worker assigned to the redetermination should continue to process the case even though it closed upon expiration of the redetermination period. As long as the client cooperates in the redetermination process (is interviewed and submits requested information timely), the worker must reopen the case effective the date all of the necessary information is provided to DSS. 
If the failure to complete the redetermination is the fault of the household and they do not submit a signed redetermination form within 30 days of the date the case closed, the client must reapply for Food Stamps through the Intake process. The effective date is the date the application form is received in the DSS office.


	Interview & the Notice of Missed Interview (NOMI)
	DSS must conduct a face to face interview at least once every 12 months for households certified for 12 months or less. The face to face interview may be waived on a case by case basis if the applicant/recipient has good cause not to appear. However, the worker must conduct a telephone interview or home visit in its place. (UPM 1505.30 G.)

Good cause includes but is not limited to the following hardships: illness, severe weather, death in the immediate family, other circumstances beyond the control of the applicant/recipient, a conflict between the DSS’s business hours and the applicant/recipient’s work or training hours, and transportation difficulties.

If the household submits its redetermination form before the 15th of the last month of the redetermination period, DSS must schedule the interview so that the household has at least 10 days after the interview to provide verification before the certification period expires. If the household submits the form after that time, DSS should schedule the interview as soon as possible.
If the household misses its first interview, the worker must send a Notice of Missed Interview (NOMI). This is done automatically by EMS if the interview appointment is scheduled on EMS and the FS AU has been screened 
(AMEN-J) only. Otherwise, the worker must send EMS Letter L148/ L149.



	Verification
	DSS must provide a written notice of required verification (W1348R) and notify the household of the date by which the required verification must be submitted. A copy of the W1348 must be kept in the case record OR the worker must narrate the details regarding the outstanding verification and the due date on EMS. 

Note: We do not close cases when the missing verification is needed only to allow deductions rather than to establish eligibility. For example, the client verifies everything except out-of-pocket child care expenses. In such cases we process the case without allowing the deduction.  

	EMS: Reinstate versus Reopen
	On EMS “reinstate” and “reopen” are processes. Reopen will grant the case effective the date you enter as the “application” date on INCH. Reinstate will grant back to the first of the month after the month the case closed, but ONLY for that month. Since you have to complete the entire reinstate process for each month for which you want to grant benefits, you can save time by using “Reopen” when you want to reinstate, as long as your “application” reopen date is the first of the month. 
Hint:    To prorate the benefit, use  EMS “reopen” (EMS AMEN selections J,O,P,Q) .

	How to “reinstate” on EMS (Selection “M” off AMEN)
	For the current month:

1. AMEN – Selection M “Reinstatement”

2. AMEN – Selection R “Interim/Historical Change”

3. RMEN – Selection B “Add a Historical Case Change Benefit Error Group”

4. RMEN -  Selection K “Approve an Underpayment Benefit Error Group”

Your supervisor must perform Step 4.

For the ongoing month:

1. AMEN – Selection M “Reinstatement”

2. AMEN – Selection R “Interim/Historical Change”

The worker must reinstate each month that has been closed.

	How to “reopen” on EMS (Selections  “J”, “O”, “P”, “Q” off AMEN)

	To reopen a case on EMS:

1. AMEN – Selection J “Screening”

2. AMEN – Selection O “Interview”

3. AMEN – Selection P “ Process Application Month”

4. AMEN – Selection Q “Finalize”

Enter the application date as the first day of the month after the case closed if you are reinstating because the case closed due to DSS’s failure to complete the redetermination.  Enter as the application date the date you receive all the required information if the case closed due to the household’s failure to submit information.

Note:    Since the “Reopen” process is much shorter, you can use it to reinstate as well as to reopen, as long as you enter the first of the month as the reopen date. 

	Determining the Effective Date
The effective date is the first of the month following the month of closure when:


	· The client submitted the completed redetermination form with all verification required to establish eligibility and had an interview prior to the 15th day of the month in which the redetermination period expires.  

· The client submitted the completed redetermination form with all verifications required to establish eligibility and had an interview prior to the redetermination end date.  

· The client submitted the completed redetermination form prior to the 15th day of the month in which the redetermination period expired but without the verifications required to establish eligibility and the worker did not send W1348R listing the required verification.  

	Determining the Effective Date

The effective date is the date the household provides the final piece of required verification when: 

	· The case closed and the redetermination form and verifications required to establish eligibility are received after the effective date of closure.  

· The case closed and W1348R was sent with a due date prior to the effective date of closure BUT the verifications required to establish eligibility were not received by the due date or the redetermination end date.  This is true whether the completed redetermination form was received prior to or after the 15th day of the month in which the redetermination period expires.

	When to require a client to complete a new application form
	Require a new application when:

The client did not provide any of the required verification until after the W1348R due date and more than 30 days after the date the redetermination period expired.  


Examples
	For the purpose of all examples below, assume case was closed 10/31/07, the end of the redetermination period. Also assume a telephone interview was conducted and the household is eligible.

	Date form

 received


	Date EW sent W1348
	Date all required verifications received*
	Date EW processes case
	Appropriate Action
	Effective Date

	10/2/07
	10/15/07
	12/4/07
	N/a
	Client must reapply through Intake
	Date signed application is received

	10/3/2007
	10/13/07
	11/4/07
	11/10/07
	Grant
	11/4/07

	10/12/07
	Not needed
	10/12/07
	11/3/07
	Grant 
	11/1/07

	10/12/07
	EW failed to send
	
	11/4/07
	Send W1348R 

When verifications are rec’d, grant
	11/1/07

	10/25/07
	10/28/07
	11/4/07
	11/15/07
	Grant                                                 
	11/4/07 

	11/3/07
	Not needed
	11/3/07
	11/5/07
	Grant
	11/3/07

	11/15/07
	11/16/07
	11/20/07
	11/24/07
	Grant
	11/20/07

	11/28/07
	11/29/07
	12/8/07
	12/10/07
	Grant
	12/8/07

	*Assume no verifications were received until this date. 
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