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Department of Human Resources

311 West Saratoga Street 

Baltimore MD  21201
	Family Investment Administration

INFORMATION MEMO



	Control Number: # 07-26
	Effective Date:  April 27, 2007

	
	Issuance Date:  Upon receipt


TO:

DIRECTORS, LOCAL DEPARTMENTS OF SOCIAL SERVICES



ASSISTANT DIRECTORS OF ADMINISTRATION/FINANCE OFFICERS



DEPUTY/ASSISTANT DIRECTORS FOR FAMILY INVESTMENT



FAMILY INVESTMENT SUPERVISORS, ELIGIBILITY AND EBT STAFF



FROM:
KEVIN M. MCGUIRE, EXECUTIVE DIRECTOR, FIA


JOE MAY, DIRECTOR, ELECTRONIC BENEFITS TRANSFER SYSTEM 

RE:
CLARIFICATION OF ELECTRONIC BENEFITS TRANSFER (EBT) SYSTEM PROCEDURES 

PROGRAMS AFFECTED:
FOOD STAMP PROGRAM AND TEMPORARY CASH ASSISTANCE, REFUGEE CASH ASSISTANCE, TEMPORARY DISABILITY ASSISTANCE PROGRAM
ORIGINATING OFFICE:
OFFICE OF PROGRAMS   

SUMMARY:

Recently, local departments have asked questions and raised concerns about the Electronic Benefits Transfer (EBT) system policy for proof of identity and how to issue aged and abandoned benefits.  This information memo will clarify the questions about identity verification needed to pick up the EBT card, issuing aged and abandoned benefits and issuing a Welfare Avoidance Grant (WAG).  It will also remind staff of the correct way to change an authorized representative in CARES so that the information is transmitted to EBT.  

VERIFICATION OF IDENTITY: 

What verification is required to pick up an EBT card?

We have heard reports that some local department EBT trainers are requiring customers and authorized representatives to show a picture ID in order to pick up their EBT cards.  A picture ID is not required to prove identity.  It is important to verify identity without requiring a specific form of documentation that is not available to the customer or authorized representative.  

Examples of verifications that may be used to identify customers and authorized representatives include, but are not limited to:

· Driver’s license

· Library card

· Work or school ID

· Wage stub

· Voters registration card

Can someone other than the case head or authorized representative pick up and PIN the EBT card?

Yes, with authorization from the case head and proper identification of the person who is picking up the EBT card.  The person picking up the card must provide:

· A note from the case head authorizing and naming that person to pick up the EBT card, and 

· Proof of his or her identity.  

The authorization letter should include the name, address, and any other identifying information that will allow the local department to go into EBT and/or CARES to identify the customer.  This could be a social security number, client identification number or birthdate.    

AGED/EXPUNGED AND ABANDONED BENEFITS:

How do I re-issue aged/expunged or abandoned benefits?

When the full amount of the initial authorization is aged/expunged off the EBT system, the benefit status on CARES is coded as stale dated “SD”.  When only a partial amount of the authorization is aged/expunged off the EBT system, the benefit status on CARES is coded as abandoned benefits “AB”.  The abandoned amount is available for inquiry using MMEN OPTION E.    

If the authorization is coded as “SD”, the case manager must request reissuance of the benefit through CARES using KMEN OPTION G, Request Type R, REASON CODE MA.  A reissued stale dated FS benefit will return to the EBT account.  However, a reissued stale dated cash benefit will be reissued in the form of a check.  If the authorization is coded as “AB”, the case manager must request a reissuance of the benefit through CARES using KMEN OPTION I, Request Type I.  All reissued abandoned benefits will return to the EBT account.  
There are instances where a benefit ages/expunges off the EBT system but the authorization remains coded as “ID.”  When this occurs, the case manager must verify that the benefit was aged/expunged off the EBT system before initiating a request to reissue the benefit.  Once verified, the case manager requests reissuance of the benefit through CARES using KMEN OPTION G, REQUEST TYPE X, REASON CODE NR.  

When the case manager makes the request it will appear on the SAPP screen.  A CARES Fiscal Unit worker will approve the request on the SAPP screen, which in turn will generate a benefit overnight to the household.  

For CARES benefits there is no need for a case manager to send the OIM/EBT 7002 Form to the CARES Fiscal Unit.  Make all requests using CARES. 

CHANGING THE AUTHORIZED REPRESENTATIVE:

I changed the authorized representative on CARES, but the new representative called and said he does not have access to the benefits.  Why did this happen?

When changing and/or removing an authorized representative, you must delete the existing representative by entering a Y on the AREP screen in the Del field above the representative’s name and press PF24.  

Do not type over the existing representative’s information.  Do not use the space bar and/or delete key to manually erase the prior representative information.  

After properly deleting the prior authorized representative, enter the new representative’s information.  If you do not follow this procedure correctly the new representative and/or customer will not have access to the benefits.    

ISSUING A WELFARE AVOIDANCE GRANT (WAG):

What issuance method do I use when issuing a WAG?

The issuance method for a WAG is “BCHK.”  Do not send a WAG to the EBT account.

INQUIRIES:

Please direct food stamp and RCA policy questions to Kay Finegan at 410-767-7939 or Rick McClendon at 410-767-7307 and TCA questions to Marilyn Lorenzo at 410-767-7333 or Gretchen Simpson at 410-767-7937.  Direct TDAP questions to Cynthia Carpenter at 410-767-7495.  Direct EBT questions to Alice Fidler at 410-238-3565 and CARES questions to Joyce Westbrook at 410-238-1299.  Please contact Bridgette Palmer at 410-767-7489 for fiscal questions. 
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