: | NFORVATI ONAL LETTER : TRANSM TTAL: 95 | NF-19
DI VISION: Econonic
TO Conmi ssi oners of Security
Soci al Services

DATE: June 22, 1995

SUBJECT: Quarterly Reporting System (QRS) Questions and
Answer s

SUGGESTED

DI STRI BUTI ON: I ncone Mai ntenance Directors

Food Stanp Directors

Medi cal Assistance Directors
CAP St af f

Staf f Devel opnent Coordi nators

CONTACT PERSON: For public assistance questions, contact Greg Nol an
at 1-800-343-8839, extension 4-9313, for food stanps
questions, contact your county representative at 4-

9225.
ATTACHVENTS: None
FI LI NG REFERENCES
Pr evi ous ! Rel eases I Dept. Regs. |Soc. Serv. | Manual Ref.]Msc. Ref

ADMs/ I NFs | Cancelled | I Law & Ot her | :
: : I Legal Ref. | :

| | | | |

| | | | |

93 ADM 9 : 1351. 20 : | PASB :
93 ADM 11 : 1351. 21 : I'V-E-all :
: 1351. 22 : IVI-B-2-all |

: 1351. 24 : IVI-B-3-all |

: 1352. 17 : IXi-Gall |

: 1352. 31 : IXET :

: 1358-3. 3 : | FSSB :

: 1387-17(d) : IVI-B-1.1 :

: : : IVI-B-2.1 :

: : : VI-B-4.1 |

: : : IXI-B-3.1 :

| | | i X1-G 1 |

: : : IXITE-A-all |

DSS- 329EL (Rev. 9/ 89)



Date June 22, 1995

Trans. No. 95 INF-19 Page No. 2

PURPOSE

This is to share with social service districts (SSDs) questions and answers
on the Quarterly Reporting System
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l. Quarterly Reporting
Quarterly Report (QR) Form

1. Q Wiy does the quarterly report ask for three nonth's information
when the recipient only needs to submt wage stubs fromthe | ast
four weeks of the report quarter?

A The other information is requested so that SSD's can determ ne
if there have been any non-incone changes (i.e., soneone noving
infout, etc.) during the report quarter that would affect the
benefits.

2. Q The box in the upper left corner of the QR allows recipients to
request that their PA, MA and FS cases be closed. Must a
reci pient request all three types of assistance to be terninated
at once, or can a recipient separately opt to request that just
one category of assistance be term nated?

A Reci pients can separately request one category of assistance be
t er m nat ed. For exanple, the recipient mght want the PA case
closed and MA and FS conti nued. If this occurs, the SSD nust
contact the recipient to find out why the recipient is
requesting that just one case be cl osed.

3. Q VWat are the boxes in the upper right hand corner of the QrR?
Does the recipient fill these in?

A These boxes are conpleted frominformation on WVB. They provide
the worker with information about the recipient's case. The
reci pi ent does not conplete them

4, Q When woul d nanual quarterly reports be used?

A These reports are sent out when the recipient should have
received a quarterly report, but did not because the correct
i nfornati on was not in WS at the tine of the pull-down. Thi s
would normally occur when a recipient has noved or just started
a job.

5. Q Is there a cut-off date for sending manual quarterly reports?

A Yes. |If the manual nmmiler cannot be sent by the |last day of the
report quarter, t he agency nmust obtain updated incone
i nfornati on outside of the QRS process. For PA, this would

normally require a letter requesting the necessary infornmation,
enpl oyer's form and/or Food Stanp Change Report Form (DSS-
3151).

For NPA/FS cases, any change in information would be obtained
fromthe next quarterly report or recertification
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Conpl et e/ I nconpl ete Reports

Must a recipient report the last nonth's inconme or the last four
weeks incone of the report quarter on the quarterly report?
This can be an issue when the last nonth of the report quarter
has five pay weeks.

A QR is considered conplete if the recipient has verified the
| ast four weeks' income of the report quarter. In five week
nonths, it is not necessary to verify the first week's incone.

Can an infornmational letter asking the recipient to conplete the
quarterly report rather than a notice of intent be sent when a
quarterly report is returned i nconplete?

No. The agency nust send a tinely notice of intent (DSS-4015)
to discontinue that indicates what is required of the recipient
to conplete the report. A copy of the inconplete report and a
return envel ope nust also be enclosed. For dCient Notices
System (CNS) districts, the question that has been inconpletely
answered is identified. Consult the CNS Manual for procedures.

Is there a requirenent to send a second notice of intent to
di sconti nue when a household has responded to the first
di sconti nuance notice with another inconplete report?

No. The original notice to discontinue is sufficient for
cl osi ng. However, the agency should attenpt to contact the
househol d to explain what is necessary to continue the case.

Who nust sign the QR for the formto be considered conpl ete?

The head of househol d (case nane) must sign the quarterly report
for PA. The wage earner does not have to sign the report unless
that person also is the head of household. For food stanps, the
quarterly report can be signed by any adult househol d nenber.

If a recipient signs, dates and conpletes the quarterly report
on the next to the last day of the nonth, is it conplete?

No. A quarterly report nmust be signed and dated on or after the
| ast day of the nonth for it to be considered conplete.

A recipient indicates that he/she has nmoved in response to
guestion #2, but does not send in proof of the new address. I's
this a conplete report?

Yes, if otherw se conplete. The SSD nust contact the recipient
separately to obtain the new address infornmation.
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7. Q If a recipient returns a conpleted quarterly report after tinely
notice is effective, should the SSD sinply reactivate the case?

A No. Any request for assistance after the case is closed is

consi dered a new application, even though the application form
(DSS-2921) is not required if the forner recipient reapplies
within thirty days. For food stanps, if the quarterly report is
returned as conplete after the effective date, but before the
end of the process nonth, the food stanps are continued if the
househol d is otherw se eligible.
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Quarterly Report Process
1. Q Are persons wth a recent attachnent to the workforce required
to report quarterly?
A No. Only cases with earned income are required to report
quarterly.
2. Q What PA authorization periods nust be assigned to QRS cases at
openi ng?
A The openi ng aut horization period nmust be the partial nonth of
opening plus three full cal endar nonths. For exanple, if a case
i s opened Decenber 12, 1994, the initial authorization would be
from Decenber 12, 1994 through March 31, 1995.
If the SSD has a waiver to Departnent regulation 350.2(a)(1)
which allows themto assign an initial six nonth certification
period, the initial authorization nust be for the partial nmonth
of opening plus six full cal endar nonths.
3. Q How does the 45 day rule for HR s affect QR?
A We do not expect many HR applicants to be subject to QR si nce
even noderate levels of earnings would nake themineli gible.
However, for any eligible PAV QRS cases, the quarterly report
will be sent in the second full nonth of authorization, if they
are assigned an authorization period that is at least five
nonths. This includes HR cases.
In NPA/FS cases which then beconme PA/FS cases, the certification
period for the new PA/FS case overrides the fornmer NPA/'FS
certification period.
4, Q How does the 45 day rule apply when a QR case has been cl osed?
A The client is a new applicant and is subject to the 45 day rule
for the HR application. For food stanps, a new applicant who
applies within 30 days of the QR closing would have their FS
benefits conmputed from the 1st of the nmonth following the
adm ni strative closing.
5. Q When is a recipient no |l onger subject to QR?
A The recipient is not subject to QRS when he/she no |onger has

ear ned i ncone.
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6. Q Is there a cut-off date for the return and processing of
quarterly reports?

A Quarterly reports are due back by the tenth. Cl osing notices
(DSS-4015) for inconplete/non-returns nust be nailed as soon as
possi bl e, but no later than ten days before the first day of the
next nont h.

7. Q W1l the Departrment consider waivers exenpting PA recipients
from QRS?

A Wai vers are not being considered or granted for PA at this tine.

8. Q If an SSD cannot process a QRintinme for the start of the
paynment quarter, can it adjust the grant retroactively wth
adequat e notice?

A No.

9. Q If a FS recipient returns a conpleted quarterly report late in
t he process nonth, but before the end of the nonth, how soon is
the district expected to process the report and provi de
benefits?

A For food stanps, the district nust process the conpleted report
by the first of the budget nonth or within 5 days of receipt of
the conpl eted report, whichever occurs |ater

10. Q What is the appropriate nethod for transitioning a non-quarterly
reporting household to quarterly reporting as a result of its
reported earned incone? Must the certification period be
adj ust ed?

A Certification periods of recipient households nust be eval uated

for households with certification periods |onger than six nonths
when a reported change causes them to beconme a quarterly
reporter. Certification periods nust be shortened to six nonths
for any cases not beyond the initial five nont hs of
certification. If the certification period is not in excess of
five months, then the househol d nust be given a "continuing your
food stanps" DSS-3153, or equivalent CNS notice, to recertify at

the end of the six nonth period (see FSSB VII-B-4.1). Thi s
action wll insure that earned incone households will quarterly
report. If the household is already beyond the initial five
nonth period of a certification, it is not necessary to shorten

the certification as WWS will send a quarterly report to cases
in the eighth nonth of their certification period.
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Recertification

1. Q Can districts still advance recertifications?

A Yes, if circumstances warrant a recipient being seen for a face-
to-face recertification sooner than originally schedul ed, t he
district may still advance the recertification date. For QRS
cases, this will set the recipient up on a new quarterly report
cycl e.

2. Q Do the SSD s have to see QRS cases that have just been opened in

three nonths for PA and PA/FS recertification?

A Yes, unless the district has a waiver to Departnent regulation
350.2 which allows the district to assign initial six nonth
certification periods.

3. Q If the SSD shortens a recertification period, nmust the recipient
be gi ven notice?

A For PA, no. For PA/FS and NPA/FS, yes.

4, Q At recertification, can the SSD use adequate notice (DSS-4016)
for grant changes?

A For PA, no. There is no legal authority to initiate changes
wi th adequate notice at recertification, unless the client signs
a specific statement waiving tinely notice. Such a statenent is
contained in the QR nailer. For FS, yes.

5. Q At recertification, is it necessary for the district to send a
manual quarterly report?

A No. As part of the recertification interview, the SSD nust
verify the last four weeks' incone. Usually this can be done
with an enployer's form

6. Q At recertification, shoul d the agency run the ABEL budget and
recurring paynent |ines for six nonths?

A Yes.

7. Q Ina PA and PA/FS case, what notices nust be sent for
recertification?

A Since the PA and FS benefits certification and authorization
peri ods now coincide, both the PAcall-in letter (DSS-2114) and
the FS "Continuing Your Food Stamps" (DSS-3153) nust be sent at
the sane tine.

8. Q Must the FS authorization and certification period coincide with
the PA authorization and certification periods?

A Yes, the certification and authorization periods nust coincide.
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1. Q Are ADC-U cases with three nonth authorization periods subject
to QR?
A No. These cases will not be included in QR pull-downs, since
the authorization period is |less than five nonths. It is not

necessary for a QRto go to these cases, since they are already
contacted every three nonths, wunless the SSD has a waiver for
t hese cases.

2. Q Is there a way to generate a QR when there is no earned incone
in ABEL? Also, is there a way to stop the generation of a R
when t here is ear ned i ncone in ABEL (e.g., sel f -

enpl oyed/ annual i zed i ncome, or seasonal mgrants)?

A Yes. These nethods are outlined on pages 15 and 16 of 93 ADM

9. For PA self-enmployed and m grant workers are still subject
to QR
3. Q What codes should be used on ABEL to budget i ncone

prospectivel y?

A Al pha frequency codes nust be used. Nuneric frequency codes
were elimnated January 1, 1993.

4, Q Does an "06-Recertification® code have to be wused in the
transaction type field on the DSS-3209 for a QR to be generated?

A No.
5. Q Is the QR pull -down al ways done on the fourth weekend of the
nont h?
A Yes.
6. Q Does WVS exam ne ABEL dates when the QR pull-down is done?
A No.
7. Q How is it determned that a case is in the second full nonth of

an aut horization period?

A This is taken fromthe authorization period on WHB.
8. Q WIl a QR be generated if a recipient begins enploynment in the
third or fourth nonth of an authorization period?
A No. A QRw Il not be generated until the second nonth follow ng
the next recertification reauthorization. The agency nust

rebudget the case for the current authorization period wthout a

xR
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Pr ospecti ve Budgeting

Q

Best Estimate Process

A recipient has a tenporary increase in incone that lasts two
weeks. Should this be included in the four weeks that are
aver aged?

Oiginally, the Departnent's response had been "yes" for public
assi st ance. However, a nunber of districts objected to this,
since it was inconsistent with food stanp policy.

Therefore, the policy has been changed to make public assistance
and food stanps consistent. If any of the past four weeks

earnings is higher or |lower than the renaining pays because of
an unusual circunstance that is not expected to continue, t hen
t he unusual pay week is to be discarded and the average based on
t he renmai ni ng weeks.

If a SSD nust discard nore than two weeks of wages, the estimte
nmust be based on the npbst current pay information rather than
aver agi ng. This requires that the hourly wage rate be
multiplied by the nunmber of hours per week and 4. 333 weeks per
nont h.

I f pay weeks are discarded, the reason nust be noted in the case
record.

How is inconme estinated for applicants?

The sane nmet hodol ogy is used as for reci pients at
recertification. Unl ess the recipient has just started
enpl oyment or there has been some other significant change, the
SSD nust average the four weeks' wages prior to the application
interview and nmultiply by 4 1/3 weeks.

A recipient starts working in June and gets a first pay check in
early July. Presuning the recipient reports this tinely, how
woul d you budget this case?

The SSD woul d start budgeting the projected incone beginning
August 1 for the current certification period, if tinmely notice
is sent by July 21st. The certification period would deterni ne
when the reports would be sent out. It is difficult to say
exactly when each case will be budgeted when incone is received,
because everything depends on when the income is received and
how fast it is reported. Al so, budgeting will depend on when
the SSD processes the case. |If the incone is first budgeted for
August , an overpaynment for PA (not FS) nmust be cal cul ated for
July.
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For FS, if the recipient of the new job was in a non-QR
househol d at tine of entry into the job, the household would be
subject to the change reporting rules outlined in FSSB VI-B-
1.1. The i ncome woul d be budgeted in the nonth following the
nonth of the reported change if tinely notice can be issued. |If
t he househol d was al ready on QR when the recipient entered the
enpl oyment, the household would not be required for FS purposes
to report the newjob wuntil recertification or the next R
mai | er, whi chever occurred first.

When averagi ng i ncone, are "Christnas" wages used?

This was addressed under Q1 above. "Christnas" wages are
consi dered an unusual circunstance that is not expected to
conti nue. Any usual high or |ow pay week because of Christnmas
woul d be di scarded before averaging. For PA purposes, a
Christmas bonus would be considered a | unp sum and Depart nment
Regul ati on 352.29(h) would apply. For FS purposes, a Christnmas
bonus woul d be considered a lump sum not as anticipated incone

to be received, and therefore would not be budgeted.

Wen a recipient begins enploynent, the SSD obtains an
enployer's form that shows the hourly wage and hours per week

Sonetimes, however, the recipient subnits wage stubs that show
nore earnings. Wat woul d the agency base the best estimte on?

If there is no reason to believe that the wage stubs reflect
only a tenporary (less than thirty days) change in pay, then the
best estimate nust be based on an average of the pay stubs.

Can earned incone of a period greater than the |ast four weeks
be used to estinmate the anobunt of incone which nmust be counted
in the budget?

No, when conputing the grant anount for a payment quarter, the
wor ker must calculate the projected average nonthly earned
income for the quarter by averaging the |ast four weeks of pay.
Any variations or exceptions to this nethod (e.g., hi gh/ | ow
weeks or significant changes) are covered in 93 ADM 9.
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Si gni fi cant Changes

How is a tenporary increase in incone to be applied when an
increase is significant?

The terns "tenporary" and "significant" have very specific
nmeani ngs under a prospective budgeting system "Tenporary"
neans that the change in earnings is expected to last |less than
30 days. "Significant" neans that the change in earnings is
expected to | ast |onger than 30 days.

As it is used in the question, the term "significant" has a
different nore common neaning, that of a substantial change in
pay. In response to this question, tenporary increases in pay
do not result in adjustnents, even if the increase is
substanti al

How are QR recipients who are expected to work on a tenporary
basi s only budget ed?

For PA, if arecipient is going to work less than thirty days,
then the actual wages nust be budgeted for that nonth. No
averaging 1is necessary. Most  likely, SSDs will not have
sufficient time to adjust the budget when the recipient only
works two or three weeks, and overpaynents mnmust be cal cul at ed.
No FS overpaynents will be calculated in this exanple.

For NPA/FS, since nmany recipients nay choose to wait to report
these tenporary jobs after the fact and the incone is already
term nated, the income will not be budget ed. However, if the
household anticipates a future tenporary job, the rules for
anticipated incone apply, i.e., if the date and anount of
recei pt are known, then the incone can be budgeted prospectively
for that nonth. The processing time for this anticipated change
is within 10 days of the report and a 10 day tinely notice of
adverse action nust be given.

If a recipient has a $.10 an hour increase in wages, and this is
only $15 to $20 nore a nonth for full-time work, must the agency
adjust the grant as a significant change?

Yes. Under prospective budgeting, significant does not involve
a specific anpbunt of increase or decrease, only a change that is
expected to last longer than thirty days.
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PA Over/ Under paynents and Suppl enent ati on

Note: Since PA supplenents are not anticipated as regular recurring incone,

t hese PA suppl enents are not budgeted for FS purposes.

1

Q

Is it true that the only tine overpaynments nust be cal cul ated
for PAis when a recipient has a significant change in i ncone?

Yes, with one exception. Tenporary enploynment (less than thirty
days) requires that an overpaynent be calculated if the grant
was not adjusted to reflect the actual wages.

This exception is necessary because of the large nunber of
tenporary (i.e., mgrant, etc.) jobs that are avail able. Al so,
t he Departnent does not want to encourage the starting and
st oppi ng of enpl oynment.

When nust under paynents be cal cul ated for PA?

Under paynments nmust be cal cul ated whenever there is a significant
decrease in incone.

In addition, suppl enents nmust be provided for t enporary
reductions in earned incone when the criteria specified in
352.31(c) and in 93 ADM 9 are net.

Are there any exceptions to the tenporary PA suppl enentation
process?

Yes. Suppl emrents for tenmporary changes will not be provided
when earned incone is prorated over a period of tine as required
under 352.17(a). Sone instances of this woul d i ncl ude

contractual inconme, periodic intermttent incone, etc.

Exanpl e:

John Smith is a painting contractor. John agrees to a contract
whi ch nets him $1200 in January and $1200 in June when the job

is conplete.

The agency prorates the income ($2,400 + 6 nonths = $400) and
budgets $400 for each nmonth from January to June.

No suppl ement will be provided for February through My, even
t hough John does not receive any pay in these nonths.

If a SSD believes that a recipient has experienced a significant
change in pay, can it for PArequire the client to verify the
actual wages so that an overpaynent can be cal cul ated?

Yes.
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5 Q When there has been a significant change, do we go all the way
back to the first nonth the change occurred to calculate the PA
over/ under paynent ?

A Yes.

6 Q W I act ual or average incone be used to calculate PA
over/under paynents when there has been a significant change in
i ncone?

A Actual wages will be used. This means that the incone received
by the recipient in each nonth the significant change was not
adjusted nmnust be applied against that nonth's need to deterni ne
t he over/under paynment anount. Average wages (4 1/3 week nonth)
are not to be used in calculating over/underpaynents. On ABEL
this would require a frequency code of Mand entry of the actua
nont hly i ncone.

7 Q Are there any tinmefranes for the processing of PA suppl enents
for tenporary |oss of incone?

A Yes. If the recipient has an i medi ate need, the agency nust
provide a supplenent to neet the energency need that sane day.
Q herwi se, supplenments for |oss of earnings will be provided as
all other supplenents currently are. Wor kers shoul d make every
effort, however, to process these supplenments as quickly as
possi bl e.

8 Q Wat if a recipient does not request a PA supplenent for a
tenporary | oss of earnings until the end of the nonth?

A To receive a supplenent for a tenporary |oss of earnings, t he
reci pient nust request it no later than ten days after the end
of the nonth for which it is being requested.

9 Q Can PA supplenents for tenporary |loss of earnings be offset
agai nst out st andi ng over paynments?

A No.

10. Q WIIl the issue of tenporary PA supplenents be addressed in the
panphl ets on QRS?

A Yes.

11. Q What category are PA supplenents clai ned under?
A What ever the appropriate case category is. For exanple, if the

case is ADC, the supplenment will be claimed with ADC funds, etc.
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12. Q A NPA/FS recipient shows an increase in inconme in the first
nonth on the quarterly report and did not report this change
when it occurred. Now that the change is reported on the
quarterly report, should the district calculate an overpaynment?
A No, FS househol ds nay choose to wait and report their changes on
the quarterly report.
13. Q A NPA/FS case has not reported changes that occurred during the
past gquarter on their quarterly report and the district
di scovers at a later date that the changes would have reduced
the FS benefit anount. Shoul d an over paynent be cal cul ated and
if so, when does the overpaynent cal cul ati on begi n?
A Yes, the overpaynent cal culation begins on the budget nonth

followi ng the process nonth the quarterly report was due.
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Tinmely Report of Earned |Incone

VWhat is a tinely report of earned inconme under QRS?

For PA and PA/FS, a report of new or increased earnings is
timely if made within ten days of the receipt of the new or
increased earnings for the initial nonth and prior to ten days
before the start of each successive nonth. However , if an
under/overpaynent is calculated because of a not reported PA
requi red change, the under/overpaynent is calculated for PA only
and not the FS portion of the case. An over paynment woul d be
cal cul ated for Food Stanmps if the change was not reported on the

R form

For NPA/FS subject to QR the household is only required to
report changes including new or increased earnings on the
quarterly report or at recertification. The NPA/FS househol d
may report changes as they occur, and, if they so choose, the
district will take appropriate action effective on the budget in
the nonth follow ng the nonth of the reported change.

If aclient submits a late quarterly report, does the client
| ose the earned i ncone disregards?

No. Return of a quarterly report is strictly an eligibility
issue. It does not involve a tinely report of earned incone.
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Child Care
1. Q VWhat if a recipient does not verify child care costs wth the
quarterly report?

A The recipient is not eligible to receive the child care PA
di sregard or supplement or dependent care deduction for FS. The
child care fields should be left blank on ABEL and a tinely
reducti on/ di sconti nuance notice sent to the recipient.

If the recipient later verifies the costs, the child care
di sregard and suppl enent nust be restored for PA beginning with
the nmonth verification is provided.
However, for FSin this situation, the dependent care deduction
would not be allowed wuntil the nmonth after the child care is
verified.

2. Q Can an SSD wait wuntil the end of the nonth to provide
suppl enental child care?

A Al t hough suppl enents nust be deternined prospectively, SSD s
remain free to provide them in a variety of ways: cash
advances, rei mbursenments, or voucher. We strongly encourage
SSD' s to use cash advances since other nmethods may not assure
reci pients of access to care, especially for new enpl oyees.

3. Q Can the child care disregard be provided on behalf of a child
that is not on PA?

A No, unless the child is receiving SSI or foster care.

For FS, the dependent care deduction can be allowed if the
dependent is a FS househol d nenber.
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O her

1. Q If $30 and 1/3 ends during the nmiddle of a payment quarter, can
the SSD store two budgets, one with $30 and 1/3 and one without
$30 and 1/3?

A Yes. However, tinely notice nmust still be given when the client
| oses their eligibility for $30 and 1/3.

2. Q Does QRS inpact $30 and 1/3?
A No.
3. Q VWhat about a recipient who works "off the books" and the

enpl oyer refuses to verify the wages?

A The SSD nust base the best estimate on the best information
avai | abl e. If other information absolutely cannot be obtai ned,
a statenment from the client of the earnings woul d be the best
i nformation.

This information will be contained in a future Public Assistance Source Book
updat e.

John C. Fredericks
Di vi sion of Economic Security



