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PROCEDURES FOR APPLICATION PROCESSING  

 
 

Step 
 

Process Food Assistance  
 

Cash 
 

 
1. An assistance group requests cash, medical, and/or food 

assistance.  
 

5101:4-2-01 5101:1-2-01 

 
 
 

2. 

On the day of the request, the county agency informs the 
assistance group about same day filing and gives or mails a 
(see JFS Forms Central): 

(a)  JFS 07200; 
(b)  JFS 07217; 
(c)  voter registration form; and 
(d)  JFS 07501. 

NOTE:  If using the 07200 (Rev. 03/2010 or later), then a 
separate 07217 and voter registration form does not need to 
be mailed. 

5101:4-2-01 
* If an AG is currently 

receiving Cash but wants to 
apply for FA at 

recertification, the JFS 07204 
is considered a FA 

application. 

 
5101:1-2-01, 5101:1-2-15 
* If an assistance group is 
currently receiving FA but 

wants to apply for cash asst. 
at recertification, the JFS 

07204 is considered a cash 
application 

. 

 
 

3. 

If the assistance group contacts the wrong county 
certification office, then provide the address and phone 
number of the appropriate office for filing and offer to 
forward the JFS 07200 to the appropriate office. 

• See County Agency Directory for project area 
certification offices. 

5101:4-2-01 
 N/A 

http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type
http://jfs.ohio.gov/county/County_Directory.pdf


 
 

4. 
The assistance group files the JFS 07200 either in person, 
through an authorized representative, by fax, electronically, 
or by mail. 

• To be a valid application, the JFS 07200 must 
include a name and signature. 

• Assist the assistance group with completing the 
application, if requested. 

 
5101:4-2-01 

*An address must be 
included on the application, 

unless the individual is 
homeless, then the 

application should be marked 
accordingly. 

 

5101:1-2-01 

 
5. 

 
Immediately date stamp the JFS 07200 and screen for 
expedited service. 

• Also see “Procedure for Determining Need for 
Expedited Service.” 
 

5101:4-2-01 
5101:4-6-09 5101:1-2-01 

 
 
 

6. 

 
Screen all applicants and new household members for an 
Intentional Program Violation (IPV) immediately upon 
receipt of application via the electronic disqualified 
recipient system (eDRS), which is CRIS-E screen DEDRS.  
 
The disqualification of an individual for an IPV in one 
county or state is valid in another county or state. If there is 
an eDRS match, the originating state must be contacted and 
allowed twenty days to provide verification of the 
disqualification.  
 

• See Family Assistance Letter #121  
 

5101:4-2-7 N/A 

 
 

7. 

 
Complete an interactive interview the same day or schedule 
one as soon as possible to ensure that the assistance group 
receives an opportunity to participate within 30 days after 

 
5101:4-2-01 
5101:4-2-07 
5101:4-2-11 

5101:1-2-01 



the valid application is filed.    
 
NOTE:  If the assistance group requests a face-to-face 
interview, then the county agency shall schedule one. 
 

 
 

8. 
 

 
The interview may be conducted with any responsible adult 
member of the assistance group or an authorized 
representative. 

• JFS 01846 shall be completed if CRIS-E is down or 
a home visit is necessary. 

 

 
5101:4-2-07 

*If the assistance group 
misses the appointment, then 
go to step 9.  If the assistance 
group keeps the appointment, 

then go to step 10. 
 

5101:1-2-01 

 
 
 
 
 

9. If the assistance group misses first scheduled interactive 
interview appointment. 

5101:4-2-07 
Mail a JFS 04218 “Notice of 
Missed Interview” (NOMI), 
or the CRIS-E equivalent. 

 
 

 
5101:1-2-01 

Deny the application. 
There is no 30-day application 
pending requirement for cash 

assistance programs. The 
OWF application can be 

denied as early as the date of 
the missed interview 

appointment. 
 



     9a. 

If the assistance group does not contact the county agency, 
then deny the assistance group on the 30th day after the 
application was first filed. 
 

5101:4-2-07 
 

N/A 
 

9b. 

If the assistance group contacts the agency to reschedule a 
second interview after missing the first appointment but 
before the 30th day following the application date, then 
schedule a second interactive interview prior to the 30th 
day, if possible. 

           5101:4-2-07 
NOTE: Delays caused by 

the agency may require 
extensions beyond 30 days 
(see rule 5101:4-5-07 of the 

Administrative Code). 

N/A 
 

 
10. 

 
If the assistance group misses the second appointment, then 
deny the application on the 30th day after the application 
was filed. 

  

 
 

5101:4-5-07 

 
 

N/A 

 
10a. 

 
If a third interview is requested, then schedule as soon as 
possible but before 60 days after the application was first 
filed.  

• See Procedure for Cases Involving Delays. 
 

NOTE:  The assistance group who caused the delay in 
application processing loses eligibility for the initial month 

 
 

5101:4-5-07 

 
 

N/A 



of application.   
 

 
11. 

 

Advise the assistance group of its rights and 
responsibilities. 

 
5101:4-2-07 

 

 
5101:1-2-01 

 
 

12. 

 
Review the information from the interview with the 
assistance group, including information provided by the 
assistance group and information provided to the assistance 
group involving fraud, etc.  
 

• Attempt to resolve any unclear or questionable 
information. 

 
 

5101:4-2-07 

 
 

5101:1-2-01 
 

 
 

13. 

 
Inform the assistance group if additional verification is 
needed and offer to help secure it if the assistance group 
indicates a need for help.   
 

• Give the assistance group a JFS 07105 
“Application/Reapplication Verification Request 
Checklist” while allowing at least ten days to 
provide the requested verifications.  
 

 
 
 

5101:4-2-09 

 
 
 

5101:1-2-01 
5101:1-2-20 

 
    14. 

 
Explain failure to provide necessary 
information/verification shall result in the denial of the 
application  
 

 
5101:4-2-09 

 
5101:1-2-01 

 
 

14a. 

 
Explain failure to report or verify rent or mortgage 
payments, utility and/or other shelter costs, medical 
expenses, dependent care expenses, and legally-obligated 
child support paid to a non-household member will result in 

 
 

5101:4-4-23 

 
 

N/A 



a benefit level determination without using a deduction for 
the unverified expense. 
 

 
 

15. 

 
Determine if any assistance group member is required to be 
work registered for the Food Assistance Employment and 
Training Program (FAET) or is an able-bodied adult 
without dependents (ABAWD). 
 

 
5101:4-3-11 

5101:4-3-11.2 
5101:4-3-20 

 
 

N/A 

 
 

16.  

 
Inform the work eligible individual(s), minor head of 
household and adult member(s) of the OWF assistance 
group the requirement to be appraised, assessed and enter 
into a written self-sufficiency contract prior to the 
authorization of benefits. Failure to do so results in denial 
of benefits. 
 
NOTE: A county may choose to require the work eligible 
individual to complete a job search and job readiness 
applicant assignment prior to authorization of benefits. 
 

 
 
 

N/A 

 
 
 

5101:1-2-01 
5101:1-3-11 

 
17. 

 
If an assistance group member appears to have, or alleges to 
have a physical or mental condition which may limit the 
member's ability to work, gather medical documentation 
and refer the case to the disability determination area 
(DDA).  
 

 
 

N/A 

 
 

5101:1-5-20 



 
 
 

18. Discuss when, where, and how to obtain and use benefits. 

 
 
 

5101:4-2-11 
 

 
5101:1-2-70 
5101:1-2-01 

If applicable, provide the JFS 
07344 "Direct Deposit 

Authorization." 
 

 
 

19. 

 
Inform the assistance group that time limits and other 
requirements of the OWF cash program do not apply to 
food assistance benefits. The assistance group may be 
eligible for food assistance benefits when there is no 
eligibility for other programs.  

• Refer the assistance group to other program services 
when appropriate. 
 

 
 
 

5101:4-2-01 
5101:4-2-07 

 
 
 

N/A 

 
 

20. 

 
Explain the assistance group’s right to withdraw the 
application.  Deny the application if the assistance group 
refuses to cooperate with any step necessary for eligibility 
determination.   
 

 
 

5101:4-2-01 
 

 
 

5101:1-2-01 

 
 

21. 

 
Determine cash and food assistance eligibility and, if 
applicable, the monthly allotment and certification period. 

• Send a CRIS-E generated approval notice. 
• Send a CRIS-E generated denial notice. 

 

 
5101:4-4-39 
5101:4-5-03 
5101:6-2-02 
5101:6-2-03 

 
 

5101:1-23-20 

 
22. 

 
Complete running record comments. 
 

  

 
 



 
PROCEDURES FOR REAPPLICATION PROCESSING  

Step Process Food Assistance Cash Assistance 

1. 

 
The assistance group is notified of the certification period 
ending via the CRIS-E notice of expiration.  The notice of 
expiration is sent to the assistance group during the next to 
last month of the certification period. 
 

5101:4-7-07 N/A 

2. 

 
An interview is scheduled for the assistance group using 
CRIS-E client scheduling or another county process.  If 
CRIS-E client scheduling is used, JFS 7204 “Request to 
Reapply for Cash and Food Assistance” will be sent with the 
appointment notice if the assistance group is scheduled for a 
telephone interview. 
 If the assistance group misses an appointment for an 

interview, go to step 3. 
 If the assistance group keeps the appointment, go to step 6. 

5101:4-7-07 5101:1-2-10 

3. If the assistance group misses an appointment for an 
interview. 

            5101:4-7-07 
Send a JFS 04218, “Notice of 

Missed Interview” (NOMI) or its 
CRIS-E equivalent. The county 

agency is not required to 
schedule a second interview 
unless the assistance group 

makes a request.  If the 
assistance group misses the 

second interview appointment, 
go to step 4.  If the assistance 

group keeps this appointment, go 
to step 6. 

5101:1-3-14 
Terminate the benefits. 



 
 

4. If the assistance group misses the second interview and has 
filed an application, deny the application. 5101:4-7-07 N/A 

5. If the assistance group requests an interview and it cannot be 
scheduled until after the end of the certification period. 

5101:4-7-07 
Benefits should be prorated 

based on the date the assistance 
group completes the interview. 

 
5101:1-2-10 

The assistance group must 
submit a new application. 
Benefits are prorated based on 
the application sign date 
 A new application is not 
required if the  assistance group 
previously submitted a JFS 
07204  or JFS 07200,and the AG 
completes the  reapplication 
within 30 days from the 
termination effective date.  See 
step 9.  

 

6. 

 
When the assistance group keeps the scheduled appointment, 
complete the interview.  If the county agency has not received 
a valid application for recertification, then provide the 
assistance group with the JFS 07204 or JFS 07200 (see JFS 
Forms Central).   
 

 
 

5101:4-7-07 
 
 

 
5101:1-2-10 

 

7. 

 
Review the application with the assistance group and request 
verification where needed.  Provide the assistance group with 
a notice which contains examples of the types of verification 
documents the assistance group may provide. Use the JFS 
7105 "Application/Reapplication Verification Checklist" and 
explain to the assistance group the date by which verification 
must be received. Offer assistance in obtaining verification if 
needed. If verification is obtained or is not necessary, go to 
step 8a. 
 

5101:4-2-09 5101:1-2-10 
 

http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type
http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type


 
 

8. 
 
If verifications are not obtained timely, terminate the 
assistance.  
 

5101:4-7-07 
 

5101:1-2-10 
 

8a. 

 
If verifications are obtained timely, document case 
information in CRIS-E or the JFS 01846. 
If ineligible, deny/terminate. 
If eligible, go to step 10. 
 

5101:4-7-07 5101:1-2-10 

9. 

 
If an interview is not completed or verifications are not 
obtained timely but are completed and/or submitted within 30 
days of certification period, the county agency shall reopen 
the case and provide retroactive benefits to the date the 
assistance group took the required action. 
 

5101:4-7-07 5101:1-2-10 

10. 

 
For food assistance, determine monthly allotment and 
certification period. 
For cash assistance, determine ongoing benefit amount and 
month of next reapplication. 
 

5101:4-4-39 
5101:4-5-03 

5101:1-23-40 
5101:1-5-50 
5101:1-23-20 

11. 

 
Recertify the assistance group and authorize issuance in order 
to meet the required timeliness standard. The assistance group 
should be provided an opportunity to participate following 
their normal issuance cycle. 
 

5101:4-7-07 N/A 

12. 
 
Complete running record comments. 
 

  

 



1Required actions specifically include: (a) completing the application, (b) completing an interview, and (c) providing requested 
verifications. 

   
PROCEDURES FOR CASES INVOLVING DELAYS  

 
Food Assistance rule 5101:4-5-07 
 

                                                                                                           
Assistance Group Caused Delay 

 

 
County Agency Caused Delay 

 
 
The assistance group causes the delay by not completing a required action1 
by the 30th day.  
 
STEPS and ACTIONS: 

1. Deny food assistance on the 30th day. 
2. Issue a CRIS-E generated denial notice. 

 
The county agency causes the delay in application processing on day 30 and 
no action is needed by the assistance group.   
 
STEPS and ACTIONS: 

1. Send a notice of pending status (JFS 07401) on the 30th day. 
2. Determine food assistance eligibility as soon as possible, but no later 

than the 60th day. 
3. If eligible, open food assistance from the date of application. 
4. Issue a CRIS-E generated approval notice. 

 
 
The assistance group causes the delay in application processing and a CRIS-
E generated denial notice was mailed on the 30th day; however, the 
assistance group completes the required action(s)1 by day 60. 
 
STEPS and ACTIONS: 

1. Do not require a new application if the required action1 is completed 
in the second 30 days. 

2. Determine food assistance eligibility as soon as possible, but no later 
than the 60th day. 

3. If eligible, open food assistance effective the first of the month after 
the month of application. 

4. Issue a CRIS-E generated approval notice. 
 

 
The county agency causes the delay in application processing on day 30, but 
a required action1 is necessary by the assistance group.  The assistance group 
completes the required action1 by day 60. 
 
STEPS and ACTIONS: 

1. Send a notice of pending status (JFS 07401) on the 30th day. 
2. Determine food assistance eligibility as soon as possible, but no later 

than the 60th day. 
3. If eligible, open food assistance from the date of application. 
4. Issue a CRIS-E generated approval notice. 

  



1Required actions specifically include: (a) completing the application, (b) completing an interview, and (c) providing requested 
verifications. 

 
The assistance group causes the delay in application processing and a CRIS-
E generated denial notice was mailed on the 30th day; however, the 
assistance group completes the required action(s)1 by day 60, but the county 
agency does not determine food assistance eligibility by the 60th day. 
 
STEPS and ACTIONS: 

1. Do not require a new application if the required action(s)1 is 
completed in the second 30 days. 

2. Continue processing the application until a food assistance eligibility 
determination is reached. 

3. If eligible, open food assistance effective the first of the month 
following the month of application. 

4. Issue a CRIS-E generated approval notice. 
 

 
The county agency causes the delay in application processing on day 30, but 
a required action1 is needed by the assistance group.  The assistance group 
completes the required action by day 60, but the county agency does not 
determine food assistance eligibility by the 60th day. 
 
STEPS and ACTIONS: 

1. Send a notice of pending status (JFS 07401) on the 30th day. 
2. Continue processing the application until a food assistance eligibility 

determination is reached. 
3. If eligible, open food assistance from the date of application. 
4. Issue a CRIS-E generated approval notice. 

 
The assistance group causes the delay in application processing and a CRIS-
E generated denial notice was mailed on the 30th day.  The assistance group 
cooperates with the required action, but not until after 60 days have passed 
following the date of application. 
 
STEPS and ACTIONS: 

1. A CRIS-E generated notice is not necessary. 
2. Require that the assistance group complete a new application and 

restart the application process.        
                                                                    

 
The county agency causes the delay in application processing on day 30, but 
a required action1 is needed by the assistance group.  The assistance group 
does not complete the required action1 by day 60. 
 
STEPS and ACTIONS: 

1. Send a notice of pending status (JFS 07401) on the 30th day. 
2. Deny food assistance on the 60th day. 
3. Issue a CRIS-E generated denial notice. 

 



    
PROCEDURES FOR DETERMINING THE CAUSE OF THE DELAY IN        

APPLICATION PROCESSING  
 

Food Assistance rule 5101:4-5-07 
 

The Factor that 
Results in Delayed 

Application 
Processing: 

 
Delay Caused by the Assistance 

Group When: 
 

 
Delay Caused by the County Agency 

When: 

 
Incomplete Application 

 
The application remains incomplete even though 
the county agency offered its assistance with 
completing the application. 
 

 
The county agency fails to offer assistance with 
completing the application. 

 
Incomplete Verification  

 
The assistance group does not provide sufficient 
verification by the 30th day even though the county 
agency: 

• Provided a statement of required 
verification (JFS 07105; see JFS Forms 
Central);  

• Offered to assist the assistance group with 
obtaining the requested verification; and 

• Allowed at least 10 days for the assistance 
group to provide the verification prior to 
the 30th day. 
 

 
The county agency fails to: 

• Provide the assistance group with a statement 
of required verification (JFS 07105; see JFS 
Forms Central);  

• Offer to assist the assistance group with 
obtaining the requested verification; and 

• Allow at least 10 days for the assistance 
group to provide the verification prior to the 
30th day. 

 
Interview 

 
The assistance group fails to participate in the first 
interview, the county agency mails a notice of 
missed interview (NOMI), and the assistance 

 
The county agency fails to: 

• Send a notice of missed interview (NOMI; 
JFS 04218 or the CRIS-E equivalent) when 

http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type
http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type
http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type
http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type


group: 
• Requests a second interview, postpones it 

until after the 20th day but before the 30th 
day, and fails to provide verification and 
complete the interview by the 30th day; or 

• Requests a second interview, but postpones 
it until after the 30th day; or 

• Misses the second interview and requests a 
third interview, which results in a delay. 
 

the assistance group fails to participate in the 
first interview; or 

• Schedule a second interview when the 
assistance group requested one on or before 
the 30th day. 

 
Other 

  
The county agency: 

• Fails to process a case by the 30th day when 
the assistance group completed all of its 
requirements.  

• Schedules the assistance group’s first 
interview more than 30 days after the 
assistance group filed its application 
(5101:4-2-07). 
 

 



 
PROCEDURES FOR CALCULATING SELF-EMPLOYMENT INCOME  

Step Process Food Assistance Cash Assistance 

1. 

Determine if the assistance group member is self-employed.  
Review the current year’s IRS Publication 15-A and IRS 
Publication 1779 to help differentiate an employed individual 
from a self-employed individual.  Being paid “under the 
table” or when taxes are not withheld from the assistance 
group member’s pay may not necessarily indicate that he or 
she is self-employed. 
 
Note:  If the assistance group member receives a 1099, then 
he or she is considered self-employed even if the employer 
misclassified him or her as self-employed. 
 

5101:4-4-19 
5101:4-6-11 

 
5101:1-23-20 

2. 

 
Request the previous year’s tax records whenever possible. 

• If the previous year’s tax records are not available, 
then request actual business records. 

• If the self-employment income and expenses reported 
on the previous year’s tax records are not 
representative for the future certification period, then 
also request actual business records. 

• If the business records are also unavailable, then use 
the assistance group’s statement about anticipated 
income and expenses.  Instruct the assistance group 
that documentation of the self-employment will be 
required at the next recertification or whenever a 
change is reported. 
 

Use the best available information to determine representative 
self-employment income and expenses.  Once the best 

5101:4-6-11 5101:1-23-20 

http://www.irs.gov/publications/p15a/index.html
http://www.irs.gov/pub/irs-pdf/p1779.pdf
http://www.irs.gov/pub/irs-pdf/p1779.pdf


available information is secured, proceed to Step 3 to 
anticipate self-employment income and proceed to Step 4 to 
anticipate self-employment expenses. 
 

3. 

 
Total the self-employment income, and then divide by the 
number of months that the income is intended to cover.  If the 
self-employment enterprise has been in existence for less than 
a year, then divide the self-employment income by the 
number of months the enterprise has been in operation.  The 
monthly self-employment income figure has been determined. 
 

5101:4-6-11 5101:1-23-20 

4. 

 
Total the allowable self-employment expenses, if any.  The 
self-employed assistance group member has the option of 
either using: 
 

• Actual allowable expenses, or   
• Fifty percent of the self-employment income as a 

standard self-employment expense.  The self-
employed assistance group member is entitled to have 
fifty percent of his or her self-employment income as 
an expense even if he or she does not claim expenses. 
 

Divide the self-employment expense by the number of 
months that the corresponding self-employment income is 
intended to cover.  The monthly self-employment expense 
figure has been determined. 
 
Note:  An in-home daycare provider cannot have actual 
expenses evaluated.  If he or she provides the children in his 
or her care with a meal and/or snack, then fifty percent of the 
self-employment income is used as an expense.  If he or she 
does not provide the children in his or her care with a meal 
and/or snack, then there are no expenses to consider. This 
includes income received from the Child and Adult Care Food 

5101:4-4-19 
5101:4-6-11 5101:1-23-20 



Program (CACFP). *Note* The portion of CACFP income 
intended for the provider’s own children is not countable.  
 

5. 

 
Subtract the monthly self-employment expense figure 
determined in Step 4 from the monthly self-employment 
income figure determined in Step 3.  The monthly gross self-
employment income has been determined. 
 
Note:  If the monthly gross self-employment income is zero 
dollars or less, then there is no gross self-employment income 
to consider, unless there is a loss (i.e., negative dollars) from 
self-employment farming: losses from self-employment 
farming can be used to offset, first, other gross self-
employment income, and then all other assistance group 
income after the earned income deduction has been applied. 
 

5101:4-6-11 5101:1-23-20 

6. 

 
Add the monthly gross self-employment income determined 
in Step 5 to any other assistance group countable earned 
and/or unearned income and determine eligibility for the 
appropriate program. 
 

5101:4-6-11 
5101:4-4-27 
5101:4-4-31 

5101:1-23-20 
5101:1-23-20.1 
5101:1-23-20.2 

7. 
 
Complete running record comments. 
 

  

 



    
PROCEDURES FOR DETERMINING NEED FOR AND ISSUANCE OF              

EXPEDITED FOOD ASSISTANCE 
 

Food Assistance rule 5101:4-6-09 
 

 
Step Food Assistance 

 
1. 

 
When a valid JFS 07200 is filed, immediately date-stamp the application and screen for expedited food assistance.  A 
receptionist, volunteer, or other county agency employee should access the JFS 07441 from JFS Forms Central to assist with 
screening the assistance group for expedited food assistance.   
 

 
 
 
 

2. 

 
The assistance group is eligible for twenty-four hour expedited food assistance if the assistance group has zero net income and 
$100 or less in liquid resources.  The assistance group is eligible for seven calendar day expedited food assistance when: 

• The assistance group has less than $150 in gross monthly income and $100 or less in liquid resources. 
• The migrant or seasonal farm worker assistance group, defined as destitute in paragraph (F) or rule 5101:4-6-09, has $100 

or less in liquid resources. 
• The assistance group’s combined monthly gross income and liquid resources are less than the assistance groups combined 

shelter costs and the appropriate utility allowance, if applicable. 
If the assistance group is eligible for expedited food assistance, then proceed to Step 3.  If the assistance group is ineligible for 
expedited food assistance, then stop. 
 

 
3. 

 
Complete the interactive interview or schedule the interactive interview timely in order to meet the twenty-four hour or seven 
calendar day expedited food assistance processing requirement, whichever is appropriate. 
 
Note:  An interactive interview must be completed in order to authorize expedited food assistance. 
 

http://innerapp/forms/inner.asp?errmessage=You%20Must%20Select%20a%20Search%20By%20type


 
4. 

 
Verify the applicant’s and, if applicable, the authorized representative’s identity.  All other verifications should be postponed, 
unless the verification can be obtained while also meeting the expedited food assistance timeliness requirement.  The assistance 
group has until the second or third month to return postponed verifications depending on the date of application.   
 
Note: The county agency shall accept any verification that reasonably establishes identity.  See rule 5101:4-2-09 for the 
verification procedure. 
 

 
5. 

 
Complete AEIWP. All assistance group members shall be work registered, unless the member meets an exemption as set forth in 
rule 5101:4-3-11.   
 

 
 

6. 

 
If all requirements have been met for expedited food assistance, open expedited food assistance and issue a CRIS-E generated 
approval notice within twenty-four hours or by the seventh calendar day, whichever is appropriate.  On screen AEWAA in CRIS-
E, use code 041 (system generated) for twenty-four hour expedited food assistance or use code 125 for seven calendar day 
expedited food assistance. 

• If the seventh calendar day falls on a Saturday, Sunday, or a holiday, then the county agency shall authorize food 
assistance by the previous business day. 
 

 
7. 

 

 
Complete running record comments. 
 

 
 

8. 

 
Ask the applicant if the most recent electronic benefit transfer (EBT) card has previously been received.   

• If no, then explain that an EBT card should arrive in the mail within seven to ten days.   
• If yes and the individual still has the card from before, advise when the food assistance benefits will be available on that 

card. 
• If yes and the individual no longer has the card, give instructions to call the customer service phone number to request a 

new card.  Inform the individual it may take seven to ten days from when a replacement card is requested to receive the 
card in the mail. 
 



 
9. 

 
If the prescreening fails to identify assistance groups eligible for expedited food assistance as described in step 2, then determine 
expedited food assistance starting with step 3 based on the date the county agency discovers the assistance group is entitled to 
expedited food assistance. 
 

 
10. 

 
Expedited service can also be explored at reapplication if the assistance group reapplies within 30 days after its current 
certification period expired. 5101:4-7-07 (I) 
 

 



    
PROCEDURES FOR DETERMINING ASSISTANCE GROUP ELIGIBILITY DURING AN 

INTENTIONAL PROGRAM VIOLATION 
 

Food Assistance rule 5101:4-6-13 
 

 
Step Food Assistance 

 
  
   1. 

 
Screen all applicants and new household members for an Intentional Program Violation (IPV) immediately upon receipt of 
application via the electronic disqualified recipient system (eDRS), which is CRIS-E screen DEDRS.  
 
The disqualification of an individual for an IPV in one county or state is valid in another county or state. If there is an eDRS 
match, the originating state must be contacted and allowed twenty days to provide verification of the disqualification. This 
screening requirement does not change the process for expedited benefits in accordance with rule 5101:4-6-09.  
 
• See Family Assistance Letter #121 
 

 
2. 

 
If an individual is determined to have committed an IPV in accordance with rule 5101:4-8-15, that individual is disqualified from 
the food assistance program for twelve months at the first offense, twenty-four months at the second offense, and permanently at 
the third offense in accordance with rule 5101:4-8-17. The IPV disqualification is processed in CRIS-E by designated county 
agency staff.  
 

 
3. 

 
The food assistance disqualification applies only to the individual. Benefits for remaining assistance group members shall be 
determined as set forth in rule 5101:4-6-13.  
 

 
4. 

 
The IPV disqualified individual shall not be included when determining the assistance group size for the purposes of assigning a 
benefit level to the assistance group, comparing the assistance group’s monthly income with the income eligibility standards, or 
applying the standard deduction. 



 
 

5. 
 
The income and resources of the IPV disqualified individual shall count in their entirety. The entire allowable deductions for 
earned income, medical, dependent care, legally obligated child support, and excess shelter shall continue to apply to the 
remaining assistance group members. 
 

 
6. 

 
The assistance group’s allotment shall not be increased as a result of the exclusion of a member who has committed an IPV. 
 

 
 
   7. 

 
Under no circumstances shall an assistance group be considered categorically eligible if any member of the assistance group is 
disqualified for an IPV in accordance with rule 5101:4-2-02. These assistance groups are subject to the net income test as defined 
in rule 5101:4-4-11 and the resource limits defined in rule 5101:4-4-01. 
 

 
8. 

 
Once the disqualification period is served, the IPV individual may receive food assistance benefits again if all other eligibility 
requirements are met, even if there is still a balance on the IPV overpayment claim.  
 

 



    
CASE FILE TRANSFER PROCEDURES 

 
 
Inter-county Transfers 
When individuals move from one Ohio County to another, the case file material must follow all 
individuals who have moved. There will be situations where the entire case transfers, one 
assistance group or more transfers, or one individual or more of an assistance group transfers to a 
new county of residence. It is the responsibility of County A (county the individual is moving 
from) to properly transfer the case or to remove the individual(s) from the assistance group prior 
to transferring the case file material to County B (county moving to). If the individual is applying 
in County B and is not currently receiving benefits in County A, County B shall request the case 
file material from County A.  
 
The individual(s) who moves to a new county (project area) shall be advised that he/she must file 
an application and complete an interview in the new county of residence in order to continue 
receiving food assistance.  
 
CRIS-E Transfer Procedures  
If the entire case, consisting of one or more assistance groups, is being transferred to County B, 
County A shall be required to close the food assistance and any open compliance activities prior 
to transferring the case via CRIS-e using AEOTR.  If all members do not move to County B, 
County A shall remove the members that have moved.   
 
In both scenarios, the members in County B must file an application for food assistance but shall 
not be eligible to participate until benefits have terminated in County A.  If an application is 
pending in County A, it should be denied. 
 
Transfer Coordinator 
The transfer coordinator's responsibilities shall be to assess, compile, and transfer case file 
material to the new county of residence. Each county shall have one person designated as the 
transfer coordinator. The responsibility of the coordinator is to ensure that the case file material 
is transferred to the appropriate county. This individual is the county's central contact person for 
receipt of case file material from all areas which provide some form of assistance to the 
individual(s) that is being transferred. Each area shall be required to send relevant information to 
the coordinator prior to transferring the case file material to the new county of residence within 
the allowed time frame.  The transfer coordinator shall send the case file materials via mail or via 
email using a secured network. 
 
The transfer coordinator for County A shall initiate the transfer process when an individual(s) 
reports they are moving to County B.  If the individual(s) does not report moving, County B shall 
contact the transfer coordinator in County A, when an individual applies for assistance or 
subsequently contacts County B.  Each county should communicate with the other to ensure both 
are aware of the individual(s) being transferred. 
 
 
 



Material to be Transferred 
The case file material to be transferred shall contain the copies of all mandatory verifications 
pertinent to the individual(s) that is being transferred. The most current program application shall 
also be included. In addition, other related information such as work activity participation 
records, IEVS, LEAP, Prevention, Retention, and Contingency (PRC) documentation, child 
support, copies of applicable claims records, shall be included with the case file transfer material. 
 
County A is responsible for the organization of the transfer file. Copies of any information 
transferred by County A shall be kept in the event it is needed for future reference in accordance 
with record retention guidelines as outlined in rule 5101:4-1-05 of the Administrative Code. 
 
The JFS 03900, Notice of Inter-county Transfer, shall be utilized to facilitate the process of 
transferring the case file material. One copy will be maintained in County A, and another in 
County B. 
 
Timeliness 
County A shall transfer the CRIS-e case as soon as possible, but no later than five (5) working 
days from the date the move becomes known. The case file material shall be ready to transfer as 
soon as possible, but no later than fifteen (15) calendar days from the date the move becomes 
known. 
 
Claims 
In situations where there are existing claims on the assistance group, the claim material shall 
remain in the county that established the claim. The transferred assistance group case file must 
contain copies of documentation of existing claims. 
 
Claims that are incomplete at the time a transfer of an individual/assistance group/case is 
requested by the new county of residence shall be handled in the same manner as an established 
claim with the understanding that the county that is in the process of establishing the claim shall 
complete the establishment of the claim and shall initiate collection action. Each county shall 
retain the first option to establish a claim which occurred in that county, regardless of the 
assistance group's current county of residence. 
 
IEVS 
County A shall close screens DESL and DEEV using the administrative closure code "A" in the 
results field prior to the on-line transfer.  County A shall inform County B on the JFS 03900 of 
the IEVS match.  County A shall transfer any relevant case file material such as, income 
verification.  IEVS documentation that contains federal tax information must be safeguarded.  
IEVS may contain federal tax information and requires safeguarding any documents sent to 
County B.  If County A receives additional IEVS verification after the case transfer, County A 
shall send the material to County B immediately upon receipt. 
 
 

 



    
PROCEDURES FOR DETERMINING ABAWD ELIGIBILITY 

 
Food Assistance rule 5101:4-3-20 and 5101:4-3-30 
 

 
Step Food Assistance 

 
1. 

 
Screen for any Able-Bodied Adults Without Dependents (ABAWD). These individuals are required to work in order to be 
eligible for assistance. ABAWDS are eligible for ongoing food assistance benefits if they are meeting a work requirement or are 
not subject to ABAWD work requirements.   
 
If an individual is subject to the ABAWD work requirement, but he or she is not fulfilling the work requirement, that individual 
may not receive food assistance for more than 3 countable months during any 36 month period. 
 

 
2. 

 
An individual is not subject to the ABAWD work requirement if they: 
 

• Meet a Food Assistance Employment and Training (FAET) exemption listed in OAC rule 5101:4-3-11(B); 
• Are the parent of an assistance group member who is under the age of 18; 
• Have been determined to be physically or mentally unfit for employment; 
• Are under age 18; 
• Are 50 years of age or older; 
• Reside in an assistance group (AG) where an AG member is under age 18, even if the AG member who is under 18 is 

not eligible for food assistance; 
• Are pregnant; or 
• Reside in a county where the ABAWD work requirement was waived.  

 
 

3. 
 
An ABAWD who does not meet one of the criteria listed in Step 2 are subject to the following work requirements and may need a 
work activity referral: 
 

• Working 20 hours per week in exchange for money, goods or services (in-kind work) or verified unpaid work, 
averaged monthly;  



• Participating in and complying with the requirements of a work program 20 hours or more per week; 
• Work Experience Program (WEP):  Food assistance allotment divided by state or federal minimum wage (whichever 

is higher); 
• Job Search and Job Readiness: Cannot be more than nine hours per week; 
• Education and Training: 20 hours per week alone or combined with job search, job readiness; 
• Any combination of working and participating in a work program for a total of 20 hours or more per week, as 

determined by the county agency. 
 

 
4. 

 
Verify the number of hours an ABAWD individual is working or participating. 
 

 
 

5. 

 
Determine good cause for missed hours when the circumstance is beyond the individual's control. Good cause reasons include, 
but are not limited to: illness, illness of another AG member requiring the presence of the member, an assistance group 
emergency, or the unavailability of transportation.  An ABAWD has seven days from the non-compliance to show good cause. 
An individual providing good cause shall be considered to have met the work requirement if the absence from work is temporary 
and the individual retains his or her job.  
 

 
 
 

6. 

 
An ABAWD who exhausts their 3 countable months of food assistance within a 36 month period by not meeting the work 
requirement and reapplies, may regain eligibility if during any 30 consecutive days, he or she has: 
 

• Worked 80 or more hours or any combination of employment and work program participation for 80 hours or more 
hours (prorate FA benefits to the date the 80 hours were completed or the date of application, whichever is later); 

• Completed WEP assignment (prorate FA benefits to the date of application); or 
• Is no longer subject to the ABAWD work requirement. 

 
 

7. An ABAWD who regained eligibility as listed in Step 6 of this procedure, but has once again failed the work requirement, is 
eligible for one additional 3 consecutive month period.  There is no limit on the number of times an ABAWD may regain 
eligibility as listed in Step 6, however the ABAWD individual shall not receive an additional 3-month period more than once in 
any three-year period.  
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