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l. Pur pose

The purpose of this Admnistrative Directive is to convey United States
Departnment of Agriculture's (USDA) and the New York State Departnent of
Social Services' (NYSDSS) initiative to inprove Food Stanp cl ai ns nmanagenent .
USDA has al so provided policy changes for terminating clains, and threshol ds
for establishing clains to assist Local Districts in nmanaging their clains
syst ens.

. Backgr ound
In a recent USDA Ofice of |Inspector GCeneral Food Stanmp audit, t he

Departnment was instructed to ensure that all districts nmaintain an adequate
food stanmps accounts receivable system that conplies with federal Food

St anps regul ations. Detailed clains information is required that fully
supports the ampunts reported on each line of the DSS-3214, C ains Against
Househol ds, report. This includes the requirenent for each claim to be
traceable to a source docunentation e.g., case file which nust contain al

the necessary docunentation to support the establishnent and conputation of
over paynents. A reconciliation nust be conpleted on a quarterly basis to
ensure that the nunber and dollar value of all <clainms in the district's

claim system agree with the nunber and dollar value of clains reported on
the DSS-3214. Districts must also have procedures to ensure the
establishnent of clains when there is an overpaynent. This woul d incl ude

revi ew of any case determ ned to have an overissuance of public assistance
benefits for the potential overissuance of food stanp benefits and if
appropriate the establishnment of a food stanp claim

USDA Northeast Regional Food and Consuner Services(FCS) has given the
State an advance notice of potential fiscal sanctions based on deficiencies

found in the managenent of FS clai ns. In order to avoid these sanctions,
corrective action is needed. The NYSDSS will initially conduct a review of
the clains operations in selected districts. In the future, review of the
clains process in all other districts will be conducted as part of the

Managenent Eval uation (ME) review.

I11. Program I nplications

Pr e- Est abl i shment Cost-Effecti veness Determn nation

Non parti ci pati ng househol ds

Effective August 1, 1997, local districts may wai ve the establishnent and
collection of any claimthat is $125 or less for any non-participating
househol d. This threshold would apply to new Intentional Program Violations
(IPV), Inadvertent Household Errors(lHE), and Agency Errors(AE) clains. This
is a change fromthe prior FCS threshold of $ 35 which had been in effect
since 1977. For existing clains, districts would follow the criteria

in Section IV of this ADMfor claims termnation and wite-off.
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Partici pati ng Househol ds

There is no threshold for establishing and collecting clains for
participating households, since districts can collect fromthese househol ds
using allotnment reduction, i.e., automated recoupnent of authorized food

stanp benefits.

Districts nmust continue to establish clains as outlined in the NYSDSS Food
St anp Source Book, Section XV.

I'V. Required Action

Clains Term nation and Wite-Of

Ef fective August 1, 1997, districts may termnate and wite-off any claim
for a non-participating househol d, if it meets any of the followng
criteria:

1. Any claim which is found to be invalid in a fair hearing,
adm nistrative disqualification hearing or court hearing;

2. Any claim in which all adult househol d nenbers are deceased, and
the district is not planning to pursue collection fromthe estate;

3.  Any clai mwhich has an outstanding bal ance of $ 25 or less and has
been del i nquent for 90 days or nore;

4. Any claim which the district has deternmined is not cost-effective
to collect; or

5. Any clai mwhich has been delinquent for 3 years. Clains no | onger
have to be suspended for 3 years before term nation.

In order to utilize the third and fifth criterion, your district nust be
able to age the claimto deternmine the length of delinquency. It is
inmperative that districts reviewtheir system to determine if clains are
properly aged. Districts will be required to submt clains aging data to

the NYSDSS when USDA revises the O ains Agai nst Househol ds Report at sone
time in the future

Terminated clains, as a result of the revised policies in this ADM are to
be reported on Line 9 of the DSS-3214, Food Stanmp Program Status of Cains
Agai nst Househol ds Report.

Cl ai ms Est abl i shnment Backl og

In an effort to reduce the nunber of clains which are not established in a
timely manner, districts nust establish clainms before the end of the quarter

following the quarter of the discovery of a potential overissuance. For
exanple, if the discovery of a potential overissuance is in April, My or
June, districts nust establish the claimby sending a denand |etter and

entering the claiminto the clains systemno | ater than Septenber 30.
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FTROP Reporting

The following is a clarification of the instructions in 97-LCM 31, dat ed
April 16, 1997:

The dol | ar amount of FTROP collections will be reported on Iine 3b, Balance

Adj ustnent, of the DSS-3214 report as a negative adjustnent. Li ne 3b nust
be explained in the Remarks section. However, if the FTROP collection pays
the claimin full, the nunber of claine wll be reduced using Line 8,
Cl osed.

In order to submit a claimfor FTROP, it nust be included on the DSS-3214.
Referral s for FTROP cannot be nade against termi nated clai s. Districts
woul d have to reactivate the clains by reporting the nunber and anount of
clains on line 3B, balance adjustnments of the DSS-3214.

Cl ai m Bal ances

Each |ine on the DSS-3214 report nust be supported by identifiable clains.
Each claim must be traceable to a source docunentation which nust contain
docunentation to support the establishnent and conputation of the claim
e.g., case file.

Districts must initiate a conplete review of their Food Stanps C ains
establ i shnent and reporting procedures in order to substantiate the anpunts
reported on each line of the DSS-3214. This review wll require a
reconciliation of the DSS-3214 report. At a m ni mum the reconciliation
nust determ ne whet her the Begi nning Bal ances reported on the DSS-3214 agree
with the claimlistings of nunbers and dollar anpbunts of cl ains. Districts
nmust submit a reconciliation plan to the Bureau of Local Financia
Qperations for approval by Decenber 31, 1997. The reconciliation nust be
conpleted by no later than March 31, 1998. Any district that identifies a
problem with its <clains process during the conduct of the initia
reconciliation mnust submit a corrective action plan to the Bureau of Loca
Fi nanci al Operations by June 30, 1998 outlining the steps it plans to take
to correct the problen(s) and the target date for conpletion. The plan nust
al so include a target date for conpletion of a second reconciliation after

corrective action steps have been conpleted. The second reconciliation
woul d require a conplete inventory and conparison of clains established on
the district's systemwith the case file information. This reconciliation

woul d be required in order to revise beginning and ending balances on the
DSS-3214. At a minimumthe reconciliation nmust include the follow ng steps:

1. Does the Beginning Bal ance reported on the DSS-3214 agree with the
claimlistings of nunber and dollar ampbunts of clains?

2. Does the claimtype agree with the case record?

3. Are all clains in the case file accounted for on the DSS-32147
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4. For an active Food Stanp case, is the case in WM for recoupnent
of the overpaynent?

5. Review docunmentation which substantiates each |ine of the DSS-3214.

The districts nust also maintain a process that can be used to verify and
updat e cl ai m bal ances on a quarterly basis.

Any corrections to claimbalances due to this review would be nmade on |ine
3b, bal ance adjustnment. Any entries on lines 3b, 5, 18b, 18c and 19 of the
DSS-3214 report nust be explained in the Remarks section or on a separate
sheet as needed.

Reporting Requirenents

Instructions for conpleting the DSS-3214 report can be found in the Fisca
Ref erence Manual, Volune |1, Chapter 3, page zd-1

In order to neet Federal reporting deadlines, districts nust submit their
DSS- 3214 reports in a tinmely manner. To ensure tineliness, multiple staff
should be trained to prepare the reports. Please subnmt conplete reports to
the Bureau of Local Financial Qperations within 25 days follow ng the report
nmont h.

The FNS-46, |ssuance Reconciliation Report is due 60 days after the end of
the report nonth. (NYC ONLY).
Recoupnent s

Unless a FS overissuance is collected in the formof cash or sonme other non
al |l ot ment-reduction nmeans, districts nust automatically reduce a household's

allotment to collect IPV, and IHE as well as AE cl ai ns. The househol d's
permission is no longer required to collect AE clains through this nethod
with proper client notification. The al | ot nent reduction amount for [PV s

is 20% of the household' s pre-disqualification benefit anmount or $10,
whi chever is greater. The amount for IHE' s and AE's is 10% of the all ot nent
or $10, whichever is greater.

Sur vey

The attached survey on Food Stanp Program C ai ms Agai nst Househol ds nust be
conpleted by each district and returned to the Bureau of Local Financia
Qperations by Decenber 31, 1997. However, districts that recently underwent
a clainse review by State staff (Erie, Mnroe, Nassau, New York City,
Onondaga, Rockl and, Suffolk and Westchester) are exenpt from conpleting the
survey.

System

Each district is required to have a clainms tracking system in place by
Decenmber 31, 1998. The system nust be CAMS or a systemcertifiable by our
of fice.
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V. Ef fective Date

The effective date of this Administrative Directive is Cctober 15, 1997
except for the threshold for establishing and collecting clains and claim
term nation and wite-off which are effective August 1, 1997.

Thaddeus Zi enba
Assi st ant Conm ssi oner
O fice of Financial Mnagenent



SURVEY QUESTI ONS ON FOOD STAMP PROCGRAM OVERPAYMENT CLAI M5

Do you have a Food Stanp Overpaynent clains tracking systenf
Yes_ No

Pl ease expl ain how and provi de any additi onal comments.

Are you using either CAMS or an equival ent autonated systemto account
for overpaynent clainms and collections? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Does your Food Stanp Overpaynent clai msystem docunent the
circunstances which resulted in the establishnment of a clain®
Yes_ No

Pl ease expl ain how and provi de any additi onal comments.

Does your clai msystem docunent the procedures used to calculate the
anount of the overpaynent clain®? Yes NO_
Pl ease explain how and attach a copy of the procedures used to
cal cul ate the anmpunt of the overpaynent claim

Does your clai msystem docunent the nethods used to collect the clain®
Yes_ No

Pl ease expl ain how and provi de any additi onal comments.
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Does your claimsystemidentify those situations in which benefits not
yet issued to a household can be used to offset a claimowed by a
househol d? Yes_ No

Pl ease expl ain how and provi de any additi onal comments.

Does your claimsystemidentify those househol ds that have failed to
nmake install ment paynments on their clains? |Is a delinquency report
generated by your clains systen? Yes No

Pl ease expl ain how and provi de any additi onal comments.

Does your claimsystemage clains and is an aging report avail abl e?
Yes_ No

Pl ease expl ain how and provi de any additi onal comments.

Does your cl ai msystem docunent how nmuch noney was col |l ected in paynent
of clains? Yes No

Pl ease expl ain how and provi de any additi onal comments.

Does your claimsystemensure that the opening, adjusting, and cl osing
figures on the DSS-3214 can be traced to source docunents with relative
ease”? Yes No

Pl ease expl ain how and provi de any additi onal comments.
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Does your claimsystemcontain at |east the followi ng: client case
nunber; SSN, claimtype; claimanount; claimidentifier and; date claim
established? Yes _ No

Pl ease expl ain how and provi de any additi onal comments.

Does your claimsystemensure that the DSS-3214 will cal cul ate
correctly internally and that the opening balance for the next nmonth is
the endi ng bal ance for the previous nonth? Yes  No

Pl ease expl ain how and provi de any additi onal comments.

Does your claimsystem provide a conplete nmaster listing of clains
i ncluded in the opening bal ance, endi ng bal ance, coll ections bal ance,
and adj ustnents bal ance fromthe DSS-3214? Yes  No

Pl ease explain how and attach a sanple of the master |isting.

Does your claimsystemensure that all potential clains are tinely
eval uated (within 30 days of discovery) and devel oped i nto overpaynent
clains or docunented as correct paynents? |Is there a listing of
potential clainme? Yes_ _ No

Pl ease expl ain how and provi de any additi onal comments.

Does your clains systemtie into the official accounting systemof the
county? Yes___ No

Pl ease expl ain how and provi de any additi onal comments:
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17.

18.

19.

20.

Does your clains systemensure that clains identified as potential |PVs
are established as IHE clains pending the result of required
adm nistrative revi ew? YES No

Pl ease expl ain how and provi de any additi onal comments:

Do i ndividual claimbalances agree with case activity? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Is the total clains balance periodically verified and updated? i.e. Is
there a process to check and ensure that the ending inventory bal ance
is accurate? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Do you reconcile clains data with case files and reports? i.e. |Is
there a procedure for steps to take if data does not match?
Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

I's a recipient overissuance file naintained that includes docunentation
of the claimand agrees with the claimsysten? Yes _ No

Pl ease expl ain how and provi de any additi onal comments:
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22.

23.

24.

25.

Are paynents and recouprents properly posted to the recipient's account
within ten days of the receipt date or recoupnent date? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

When a PA overpaynent is established, is a Food Stanp C aimal so
cal cul ated and established where appropriate? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Are clains established as a result of a QCreview? Yes  No

Pl ease expl ain how and provi de any additi onal comments:

Are overissuances properly classified as AE, IHE or IPV? Yes_ _ No

Pl ease expl ain how and provi de any additi onal comments:

Are clains referral reports generated by your clains system and
revi ewed by the supervisor? Yes  No

Pl ease expl ain how and provi de any additi onal comments:
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27.

28.

29.

30.
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Does the supervisor investigate clains not established within 90 days
of discovery? Yes _ No

Pl ease expl ain how and provi de any additi onal comments:

Does the district have a backlog of potential clains? |If so, how | arge
is the backl og and what is being done to reduce it? Yes No

Pl ease explain and provide additi onal comments.

Does the local district pursue collection for IHE and AE overi ssuances
above the threshold amount, and is the I PV threshold anount al so
adhered to? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Does your clains system maintain delinquency reports which list claim
bal ances for which a paynent has not been received for 30 days or
nore? Yes__ No

Pl ease expl ain how and provi de any additi onal comments:

Are delinquency reports generated by your clains systemand reviewed by
the Supervisor? Yes  No

Pl ease expl ain how and provi de any additi onal comments:
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32.

33.

34.

35.

Are appropriate demand letters sent out in accordance with Food Stanp
Programregul ations? Yes  No

Pl ease expl ain how and provi de any additi onal comments:

When participating IHE, |IPV or AE households do not respond to the
initial demand letter, is collection initiated through reduction of the
househol d's Food Stanmp allotnment? Yes  No

Pl ease expl ain how and provi de any additi onal comments:

Does the local district nake effective use of additional methods of
coll ection by providing appropriate information for FTROP? What ot her
col l ecti on nethods does your district use? Yes_ _ No

Pl ease expl ain how and provi de any additi onal comments:

Are food coupons received as paynent for an overissuance properly
destroyed within 30 days of receipt? Yes_ _ No

Pl ease expl ain how and provi de any additi onal comments:

Are appropriate collection procedures initiated on delinquent clains
for closed cases? Yes _ No

Pl ease expl ain how and provi de any additi onal comments:
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Are clains termnated in accordance with Food Stanmp Program
regul ations? Yes _ No

Pl ease expl ain how and provi de any additi onal comments:

Are dollar thresholds for suspending clainms collection established and
adhered to? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Are Food Stanp overpaynent clains referred to the Fraud Unit and | oca
District Attorney where appropriate? Yes_ No

Pl ease expl ain how and provi de any additi onal comments:

Pl ease return by no later than Decenber 31, 1997 to:

Dat e:

Ri chard Radzynmi nski, Director

Bureau of Local Financial Operations

New York State Departnent of Social Services
40 North Pearl Street 13C

Al bany, NY 12243

Si gnat ure:

Tel ephone:




