RUNNING THE PROGRAM

This section discusses procedures that other tribes have found helpful in running their LIHEAP Programs.  Subjects discussed below include tasks to be performed, necessary forms, files management, duplicate payments, fair hearings and income verification.

TASKS

Listed below are some tasks that need to be done in running a LIHEAP program.  This is simply a list of tasks that has been prepared by tribal LIHEAP staff.  The order of the tasks may be different for your program and/or your tasks may be somewhat different.  More information about many of these tasks can be found elsewhere in this manual.  Remember, applications for LIHEAP funding are due September 1, so many tasks must be completed before that date.

· Decide whether the tribe will apply for LIHEAP funds directly from the federal government.

· Decide whether the tribe will apply on its own or be a member of a consortium or tribal organization that applies to operate a program for several tribes. 

· Obtain resolutions from other tribes, if any, on whose behalf your tribe is applying. 

· Contact the agency in the state that runs the state's LIHEAP program in order to coordinate efforts and negotiate agreements for the upcoming program.

· Finalize any tribe/state agreements.

· Prepare a draft of the LIHEAP application for funding.

· Arrange for timely and meaningful public participation by collecting and considering comments on the tribe’s proposed LIHEAP application before September 1.

· Collect data on the number of households served in the current fiscal year to be submitted with the proposed LIHEAP application due September 1.

· Finalize the LIHEAP application and have the Chief Executive Officer, usually the tribal chairman or president, certify to the assurances with his signature.

· Submit application by September 1 to HHS for the next fiscal year.  (Federal fiscal year runs from October 1 to September 30.)

· If the tribe wishes to apply for the Leveraging Incentive Program, submit an amendment to HHS prior to September 30 that includes any leveraged non-federal resources provided through the tribal LIHEAP program or resources that were integrated and coordinated with LIHEAP during the current fiscal year.    

· Determine LIHEAP staffing needs and assign staff.

· Arrange for financial accounting.

· Set up procedures for on-going monitoring of the program.

· Set up procedures for fair hearings for those households filing appeals on the timeliness of benefits or on the denial of benefits.

· Set up procedures to leverage funds and collect data on past fiscal year leveraging activities for November 30 report.  (If tribes leverage non-federal funds or resources that increase energy benefits to LIHEAP-eligible households, the tribe may be considered for incentive award funds.  See Section K on the Leveraging Incentive Program.)

· Prepare the client application form for households wishing to apply for program benefits.

· Contact energy vendors (oil, gas, wood, power utilities, etc.) regarding the LIHEAP program and the requirements of the law for payments made directly to vendors.

· Finalize any agreements with energy vendors.

· Announce the opening of the LIHEAP Program and the time period during which applications for benefits will be taken.

· Provide outreach to let households know about the program and how and when to apply.


· Take applications and verify and document household eligibility.

· Provide benefits/services to eligible households.

· Submit amendments to the plan when your program changes.  If there are significant changes, provide for public participation to allow for comments. 

· Submit a Standard Form 269A on prior fiscal year obligations to HHS by December 31. 

· Prepare and submit to HHS by August 1 the Carryover and Reallotment Report.  (See Section J.)

· Arrange for LIHEAP Program to be included in the tribe’s federal single audit.

· Address resolution of any questioned costs by the auditor.

· Submit the audit report to the Federal Audit Clearinghouse, Bureau of the Census, 1201 E. 10th Street, Jeffersonville, Indiana 47132.  Audits are due thirty (30) days from receipt or nine (9) months after the end of the audit period whichever is earlier.  You may also want to submit a courtesy copy of your audit to the cognizant audit agency and the Tribal Council.  The cognizant agency is the federal agency from which the tribe receives the most federal funds.  For most tribes, this is the Department of the Interior.   

FORMS

Listed below is a description of various forms some tribes have found to be necessary or helpful in running their LIHEAP Programs.  Examples of these forms start on page G-27.

1.
The Application Form for LIHEAP Benefits.


There must be a client application form.  Application forms provide a way of getting uniform information about each household applying for energy assistance.  Applications should be easy for the applicant to understand.  Clear, straightforward questions help avoid misunderstandings and omissions.  Allow enough space to write the responses.  Ask only for the information you need.


Information the application should contain is discussed below.

a. Applications generally include information that identifies all members of the household covered by the application.


Examples
· Name of applicant 

· Names of all household members

· Address of household

· Social Security numbers of all household members

· Date of birth or age of each household member

· Special characteristics of household members, such as identifying a household member with a disability.

b. It is VERY IMPORTANT to get all the information you need to determine the household's eligibility.

Examples
· Amounts and sources of income received by all members of the household for the period of time you are using to measure income.

· Any income excluded under your program's definition of income.  (See page D-8 on income exclusions.)

· Any income deductions allowed by your program. (See page D-10 on income deductions.)

· If your program uses an assets test as an additional requirement for eligibility, you will need information on the amount and source of the household's assets.

· If your program uses the level of responsibility for energy costs as an additional requirement for eligibility, you will need information about the household's living arrangements and its responsibility for paying fuel costs.  This information might come from an energy bill or a statement from a landlord or tribal housing authority.  (See page D-2, item 6)

c. You will need information on factors used to vary payments in order to determine the correct level of assistance.

Examples

· If you use a payment matrix which varies payments by fuel type, income and family size, you will need to know the type of energy used by the household (electricity, fuel oil, propane, etc.), income level of household, and size of household.

· If your program considers "responsibility for energy costs," you will need to know the type of rental arrangement of the household, e.g., type of subsidy, whether utilities are included in rent, etc.  (See page D-2 for more information.)

· If your program varies benefits by geographic area, you will need to know the area in which the residence is located.

· If your program gives special consideration to the elderly, you will need to know the age of household members.

d. In order to provide service to or on behalf of households, you may need some additional information. 

Examples

· Vendor's name, address, and phone number (this is essential if you are going to pay vendors directly)

· Household account number/tank number

· Landlord's name, address, and phone number

· Agency providing other heating subsidies, such as the Tribal Housing Authority, Farmer's Home Administration, etc.

e. Information used in reporting to HHS or the tribal council is often collected on the application form.


Examples
· Number of persons in each household 

· Elderly members in household 

· Young children in household

· Migrant or seasonal workers in household

· Handicapped and/or disabled household members 

· Income level 

· Type of home

· Size of home

· Energy usage and average cost of home energy in the state, identified by type of fuel and by region of the state 

· Sex of applicant

· Race of applicant

· Other types of assistance received by the household, such as:  food stamps, commodities, Social Security, Veteran's Benefits, TANF, SSI, and GA

· Whether the household owns or rents

· Households requesting referral to weatherization and/or conservation programs

· Types of assistance received (heating, cooling, crisis, weatherization)

· Amount of assistance provided for each program component (heating, cooling, crisis, weatherization)

· Eligibility determination (approvals or denials) 

· Fair hearings requested

· Decisions on fair hearings

· Automatic payments

f. Some applications include "declarations" signed by the household.  These are used to document that the household has been told about certain things such as program requirements.  This "declaration" section can also serve as a check list to remind LIHEAP workers to discuss each requirement with every applicant.

Examples - Declarations may be a written statement on the application that says the household:

· was informed of all eligibility requirements 

· was informed of time periods by which the application is to be processed and notification is to be sent to the household

· was informed of the right to appeal eligibility determinations, payment amounts, or the tribes' failure to act on the application with reasonable promptness

· was informed of the appeal procedure

· was informed of the penalty for fraud

· understood the questions on the application


· will notify the LIHEAP office of changes in information, such as moving to a new house, changing vendor, changing fuel type, etc.

g. Signature Block for Applicant- Usually applications are not considered complete unless they are signed by the applicant.  The signature block is usually at the end of the application. By signing the application, the applicant certifies that all information is true and complete.  The signature block may also be combined with other declarations listed above in f.  See pages G-29, G-32 and G-38 for examples of signature blocks and declarations.  


h. It is important to record how you calculated the annual income.  There are many ways of doing this.

Examples
· The Assiniboine and Sioux Tribes' application provides space to write in the calculation.  (See Example D on page G-36.)

· North Dakota has a special worksheet which is attached to the application.  (See Example F on page G-39)

· The Three Affiliated Tribes attach an adding machine slip of the calculation to the application.  There are handwritten notes about the items on the slip.

Almost all applications have a space for a date by the applicant's signature.  Many LIHEAP offices also stamp the "date received" on the application.  The "date received" is the starting point for the process of determining eligibility, paying benefits, etc.

We have provided several examples of application forms starting on page 

G-27. While they all contain certain basic information, they are all different in many ways.

Example A--Turtle Mountain Band of Chippewa Indians (Pages G-27-30)

Example B--Blackfeet Tribe (pages G-31-32)

Example C--Cheyenne River Sioux Tribe (pages G-33-34)

Example D--Assiniboine and Sioux Tribes (pages G-35-36)

Example E--State of North Dakota (pages G-37-38)

Example F--State of North Dakota Calculation Sheet--This is not an application, but a two page eligibility and benefit worksheet, attached to the application.  (pages G-39-39a)
2. In addition to an APPLICATION, you may need OTHER FORMS. Listed below are the kinds of forms most commonly used.  You may find there are other transactions that occur often enough to warrant a special form.  You may also be able to combine some of these forms depending on your type of program.  (See page G-50 for an example that combines several of these forms.)

a. Additional Information Form - A form letter like this may be used when information is missing on the application or when further information is needed to determine eligibility.  Some LIHEAP offices have special forms to do this.  (See page G-40.)

b. Release of Information Form - When applicants need to provide verification of income, many tribes use a form signed by the applicant which authorizes persons like employers to release information to the LIHEAP office.  (See page G-41.)

c. Award Letter Form - There needs to be a record of the decision made on each application.  This is usually done with a notice of approval or disapproval that is sent to the applicant.  Generally, one copy is put in the case file, and, where appropriate, one copy goes to the vendor.  Some tribes use this form to list fair hearing rights if the application is denied or not acted upon in a timely manner. The information on the form will depend on your method of payment.  

Examples  

· Direct payment--a check goes to the eligible person who pays his own fuel bill.  (See page G-44.)

· Prepaid line of credit--When the case is approved, a check in the amount authorized is sent to the vendor.  The client can then make purchases until the amount is used up.  (See page G-42.)

· Reimbursement--the vendor sends bills to the LIHEAP office.  The vendor is then paid, up to the amount authorized.  (See page G-43.)

· Approval of a total amount, plus prior authorization of each purchase--the client comes to the LIHEAP office and gets an authorization each time he/she needs to buy fuel. (See page G-45.)

d. Denial Letter Form - Applicants whose applications are denied should also be notified.  Most tribes add fair hearing rights to this form.  (See page G-46.)

e. Most tribes who use a reimbursement or pre-authorization system have some method of keeping recipients informed about payments made and benefits remaining.  (See pages G-47 & 48.)

f. Many tribes include a statement about the right to fair hearing on the application.  Some use a separate form.  (See page G-49.)


SETTING UP THE FILES

1. Household or Case Files

"Setting up the file" is simply the means of organizing the papers relating to a household's application and receipt of assistance.  This makes it possible to locate information about a particular household quickly.  You should also keep in mind that audits and program reviews ordinarily include a review of a sample of household files to determine if the households were eligible and the benefits calculated accurately.  Listed below are some methods which have been helpful to other tribes.

· Set up the household file and prepare a label (last name first) when you receive a completed application.  Do this promptly.

· Keep files up-to-date.

· Try to place things in the same order in every folder, so that you'll know where to look for things.  Listed below is an example, but you should organize your file to suit your own management needs.


Example

Left Side


Right Side

1. Bills/invoices

1. Application

2. Vouchers


2. Information release form

3. Payment record

3. Income verification

4. Checklist 


4. Payment calculation





5. Notices to household





6. "Note Sheets" or "Contact Forms"



You will need to attach the left side and right side items to the folder.

· Files are easier to examine if the latest transaction is on the top.

· If you keep financial information separately, you will need to provide some way to cross-reference the financial information with the program files.  For example, the check number in the program file is used as a cross-reference to the financial file.  This will help you know at a glance if benefits are still owed to the household or if an overpayment has been made.



Example


One program (Chippewa Cree) includes all the following information in the folder. (This may work best for anticipated caseloads of 400 or less.)

· Application

· Verification of Income/Payment Calculation

· Telephone Contact Forms

· Vendor Invoices

· Tribal Payment Voucher (with check number identified on voucher)

· Crisis Intervention Application (and payment record)

· Weatherization Application (and payment record)

· Copies of Notices to Households

It makes a thick folder, but all the business pertaining to the household's LIHEAP benefit is in the file, including the financial information.  In larger programs, the fiscal department would retain most fiscal information, but you would still want to have a way to quickly find the status of payments.

Using a checklist is an easy way to make sure you have all the information you need.  A list can be stapled inside each folder.


Example












CHECKLIST











YES

NO
Applicant's name






     

 __     
Head of household (name)




     

___
      
Applicant's signature





      

___

       

Date of application





      

___       

Household's primary heating source



     

___        

Vendor's name






     

___      
Does the tribe have an agreement with the 


___

___
   vendor? 








      
Vendor account number





      

___      

Has application been altered by anyone?   


      

___       


Social Security numbers of all members of 


the household                               



      

___              


Income verification (evidence of all household


      

     



income) for all household members


Information release form





     

___      
Total benefit for which household is 



       

___      
      eligible 


Name of interviewer/intake worker



     

___      

Record of payments to household



      

___      

(Vendor)    ___________                          

(Voucher no.)  __________                         

(Check no.)____________                             

Accuracy of computation checked 



      

___

      

Copies of all notices to household



     

 ___     


(eligibility, denial, benefits change,


termination)



Are notices timely? (If not, explain.)



      

___      
2.
Case folders will ordinarily be filed alphabetically by last name, but there are alternatives you may want to consider.


Do you have several districts within the reservation, so that it would be easier to establish files by district?  Some tribes color-code labels or add a district number on the labels.


Are you making direct vendor payments, so that you will want all the household files for one vendor in one place?  Some tribes code vendor files by using color-coded labels or by adding a particular letter for each vendor to the labels.


Do you anticipate a time lapse of a week to a month from application to payment?  If so, you may want a "pending" file.  You may want to have pending files separated from the permanent, paid files.


Would it save time to prepare blank file folders in advance, with all the necessary forms in the folder, complete with checklist?

3.
Vendor files


You may wish to keep a separate vendor file.  Some tribes keep all vendor agreements in one folder.  Other tribes keep a separate file for each vendor.  In this case, the vendor file might contain the vendor agreement along with all important information relating to that vendor.

Examples - Information to keep in a vendor file might include:

· prices for gas, heating fuel or electricity

· delinquency policy

· billing procedures

· payments made by the tribe

· incidental cost charges

· contact name and telephone number

SPECIAL SITUATIONS

Many tribes try to decide in advance what they will do about the special problems they can anticipate.  It is impossible to foresee every single problem, but these are some of the common ones.

1.
What if a household changes energy type during the year?

Many tribes determine benefit amounts based on the household's circumstances at the time of application.  They do not make an adjustment if the energy type changes.  If this is your tribe's decision, it may save trouble later if people are told this when they apply.


Some tribes do adjust benefits if the energy type changes.  This is really only possible if your records of obligations to date are very accurate and up-to-date.


Example - The Assiniboine and Sioux Tribes request that  households notify the LIHEAP office of changes in energy types.  Once notified of a change, the tribe computes the percent of the household's remaining benefit amount.  Then the tribe applies that percent to the benefit amount the household would receive under the new energy type.  For example, a household using propane as their energy type has 40 percent of their benefit remaining.  The household changes to electric heat.  The household would receive 40 percent of the electric benefit amount for which it would now be eligible.

2.   What if a household moves during the year?

a. If the household moves into the service area from a non-service area, some tribal coordinators check with the LIHEAP office at the household's former address.  This way they can make sure the household does not receive full benefits from two places.

b. If the household moves within the service area, this may cause a problem if: 

· the type of energy changes (see changes in type of energy above) or

· the household's responsibility for heating costs changes, and the tribe uses the level of responsibility as a criterion for program eligibility.  See page D-2 for further information on responsibility for energy costs.

Example  

The Turtle Mountain Band of Chippewa Indians considers households to be fully assisted if they receive a partial payment but then move to a place where they no longer are responsible for energy costs.  The tribe does not continue to make benefits available unless the household returns to house where they are responsible for energy costs.  If the household becomes responsible for energy costs before the last date the tribe makes payments, the household is eligible for its remaining balance.

If a household that was denied assistance (because it was not responsible for energy costs) moves and is now responsible for energy costs, the tribe encourages the household to reapply.

c. If a household moves out of the tribe's service area, most tribes consider the household to be fully assisted when it moves, but there are variations.

Example - The Three Affiliated Tribes consider the  household to be fully assisted.  Any remaining benefit balance is returned to the tribe's LIHEAP account for redistribution.  However, if the household notifies the tribe it will be returning during the tribe's heating season, the household's benefit is set aside until the household returns.  The application is then recertified and the remaining benefit is available to the household.  The tribe only allows this to apply once to a household during the program year.

3.
What if the number of people in the household changes?


Most tribes determine eligibility and benefit amounts based on the number of people in the household at the time of application.  They do not generally require households to report changes in the number of people in the household to the LIHEAP office.


A special problem may occur if the tribe receives an application from a member of a household that has already been assisted.  In this case, you would need to carefully evaluate the definition of a "household" and closely examine the situation before making an eligibility decision.


Example - The Standing Rock Sioux Tribe took an application from a household which included a husband and wife, their daughter and her two children.  All household members were listed on the application.  They were found eligible and received their benefit.  Two months later, the daughter's husband returned to the reservation and their family moved to a new home.  The daughter's husband then applied for assistance and listed his wife and two children on the application.  What would you do in this case?


The LIHEAP Coordinator at Standing Rock determined that when the daughter and children lived with the parents, they did not have a responsibility for paying energy costs.  They were living in the household temporarily (only until the husband arrived).  The LIHEAP Coordinator re-determined the first household's eligibility based on a two-person household, reduced the benefit, and documented the situation in the case file.  The second applicant's eligibility determination was based on a four-person household.  This case file was also documented so that a cross-reference could be made in case questions should arise.


For special problems like these you will need to determine a policy and stick to it for the entire program year.  It is a good idea to keep a file on your policies for special situations in case similar situations occur again.

4.   What if an applicant dies during the program year?

The tribe needs to establish a policy regarding the death of the head of household and what will be done with benefit amounts remaining to be paid.


Examples

The Crow Creek Sioux Tribe issues the remaining benefit to the executor of the deceased applicant's estate.


The Three Affiliated Tribes use remaining benefit balances to pay vendors for outstanding energy bills of the household.  Any money remaining is returned to the LIHEAP program.


DUPLICATE PAYMENTS

A duplicate payment occurs when one applicant receives more than one LIHEAP benefit for the same purpose during the program year.  Duplicate payments reduce total money available for all eligible households.  Applicants receiving duplicate payments get larger benefits than other applicants with similar situations.

To avoid duplicate payments within the tribe's program, it is important to have a way of identifying easily the applicants that have been served.  Listed below are some examples that have helped other tribes avoid duplicate payments.

1.
Keep files in alphabetical order.

2.
Large reservations often divide applicant files into "district" and/or "chapter" categories.  This means they separate the files by geographic area according to where the household is located.

3.
Some tribes also keep a Rolodex with all applicant names listed in alphabetical order.  These cards often list all household members.  This way a tribe can tell if a member of a household that has already received assistance applies again.

4.
If two or more households have exactly the same name, (e.g., John Henry Smith) some tribes will color-code these files and any other written documents. For example, all documents concerning the first John Henry Smith have green stickers and all documents concerning the second John Henry Smith have blue stickers.

5.
Many tribes keep a record of payments made to the vendor by account number. They also keep copies of the bills as they are paid.  This helps avoid paying for the same charges more than once.

6.
Some tribes that use computers build in programs with cross checking edits. Most computers can be programmed to edit out duplicate payments on the basis of name, social security number, birth date, address, etc.  Computer edits can also identify that more than one payment for the same amount has been made to or on behalf of a household.

7.
To avoid duplicate payments with other energy assistance programs, you may want to establish a cooperative agreement or understanding for exchanging information with the state LIHEAP program or other tribal LIHEAP programs.

a. Some states and tribes include a section in their "negotiated agreements" which says what each program will do to help prevent duplicate payments.




Example 




The agreement between the State of South Dakota and tribes receiving a direct LIHEAP grant specifies that information will periodically be exchanged to prevent duplicate payments.  

b. Some states encourage tribes to contact the local state LIHEAP office with questions or requests for information.  This is especially important when a household moves into the tribe's service area after living somewhere else in the state.

c. Some agreements between states and tribes specify the exact service population to be served by each party.  They include a definition of "Indian household" and are specific as to who serves which geographic area.  By doing this, each party is clear about which applicants should be referred to the other party's program.

Example - The State of South Dakota has programmed its computer system to edit-out Indian households who apply to the state's program but live in a tribe's service area.  The state then denies the household under its program, but refers the household to the appropriate tribal LIHEAP office.

FAIR HEARINGS

The law requires that each applicant be given an opportunity to have a fair administrative hearing if he/she is denied assistance or if his/her application is not acted upon with reasonable promptness.  Each tribe needs to develop a process by which a household can have a fair hearing and a procedure to inform the household of this right.  Listed below are some things you need to consider when developing your fair hearing procedures.

1. What time frames will the tribe use?

· as "reasonable promptness" for processing an application

· for making an eligibility determination (approval or denial)

· for notifying households of their eligibility status

· for making a payment to or on behalf of the household

· for allowing the household to appeal a decision

· for actually holding the hearing

· for making a decision and informing the household after the hearing is held

2. How will households be notified of these time periods?

· Many tribes include this information on their application form.

· Some tribes have this information posted in their LIHEAP office and at sites throughout the reservation.

3. How will households be notified of their right to a fair hearing and the process for requesting a hearing?

· Some tribes include their fair hearing rights and procedures on their applications.  (See page G-29.)

· Other tribes include this information on their eligibility notices.  (See page G-44.)

· Many tribes prepare a separate handout that is given to each applicant when they apply.  (See page G-49.)

4. What rights will the applicant have during the hearing? 

· the right to review all of their records

· the right to have a representative accompany him/her

· the right to have witnesses

· the right to have interpreters

· the right to submit evidence

5. Who will conduct the hearing and make a final decision?

· Many tribes arrange for applicants to have a preliminary meeting with the LIHEAP coordinator to try to resolve problems.  Although this preliminary meeting is not an official hearing, it often serves to answer questions and explain program requirements.  These meetings often settle issues for the household.  Most tribes encourage the household to request a hearing if the issues are not settled informally.

· If a hearing is requested, many tribes designate a hearing officer who has had nothing to do with the tribe's LIHEAP.  Sometimes the hearing officer is a tribal judge, a grievance examiner, a tribal chairperson, or a personnel officer.

· Some tribes choose to have a committee serve as the decision-maker in a hearing.

6. How will the hearing be recorded?

· Many tribes record the entire hearing and have the tape transcribed.

· Some tribes use a secretary who makes notes of the hearing in shorthand.

7. How will the tribe handle the funds being questioned?

· Most tribes consider the funds in question to be obligated (set aside) until a final decision is reached.

· If the applicant is successful, the funds are used for the household.

· If the applicant is unsuccessful, the funds revert back to the tribe's LIHEAP and are made available to pay other eligible households.

VERIFYING AND DOCUMENTING INCOME

1.
Verifying income means confirming the correctness of the household's income reported on the application through some source other than the applicant's statement.

2.
Documenting income means keeping written proof of how a household's income was verified.

3.
Most applicants should be able to provide the verification needed.  In fact, most tribes ask applicants to attach their income documentation to their applications.  Public notices about the program often stress that applicants should bring in documentation of income. (See item 7 below for examples of documentation.)

4.
In some cases, however, it may be necessary for the LIHEAP worker to assist in obtaining the necessary evidence, particularly if applicants are aged, handicapped or speak and read little English.  (The Release of Information Form shown on page G-41 may be helpful in situations like this.)


You may use telephone calls or personal contacts to obtain information.  When you do this, there should be a note in the case file which includes the following: date of contact, name and title of the person providing the information, the information provided, and the name and title of the person obtaining the information.


Example


Telephone call to Ruth Brown, Caseworker, Buckhorn County Welfare Office, on 12/10/01.  She says TANF checks to Jean Barrett for October, November and December totaled $4,810.    (Signed) Alice Blue, LIHEAP Worker


When information is obtained by letter or on a form sent to someone like an employer, the reply (or a copy) should be added to the case file.  It is important to check the identifying information (name, social security number, etc.) to be sure you are getting information on the right person.


Differences between information from outside contacts and that given by the applicant should be resolved.

5.
Sometimes, complete verification or documentation is not available.  In these instances, the LIHEAP worker needs to make a decision based on his/her "best judgment."  The reason for the decision needs to be documented in the record to satisfy audit and other reviews.

6.
An applicant may fail to report a particular kind of income (for example, lease income or earnings).  If you have reason to think the household had such income, you should ask about it when you review the application.

7.
Listed below are examples of sources used to verify income.

a. Earned Base Income
Information Generally Available from the Applicant

· Pay Stubs

· Wage/tax receipts

· Income tax form - State and/or Federal

· Self-employment bookkeeping records of applicant

· Sales and expenditures records

Information from Other Sources

· Employers' wage records

· Statement from applicant's employer

· Employment Security Office

· Occupation Tax Agency

· Local Wage Tax Agency

· State Income Tax Bureau

b. Unearned Base Income
Information Generally Available from the Applicant

· Bank statement showing amount and source of income

· Social Security benefit payment check

· SSI payment check

· Unemployment compensation award letter

· Pension award notice

· Veterans Administration checks

· Correspondence on benefits

· Income tax record - State and Federal

· Railroad Retirement checks

· General Assistance payment check

· TANF payment check

Information from Other Sources

· Bureau of Employment Security

· Unemployment Compensation Section

· Employer's records

· Union records

· Workmen's Compensation record

· Veterans Administration

· Lawyer's records

· Insurance company records

· Lodge, club or fraternal organization records

· Personal or income tax records

· Railroad Retirement Board records

· United Mine Workers Union (Black Lung Benefits)

· Social Security Administration (Black Lung Benefits, Social Security Benefits, SSI)

· County welfare offices

· Bureau of Indian Affairs


8. Hints on Verifying and Calculating Income

a. Wages and salaries are often subject to change from week to week or month to month.  Thus, if you are measuring income for a 2 or 3 month period, one pay check stub is probably not enough.  You may need:

· a copy of one check (or pay stub), plus documentation that wages or salary did not change during the period, or

· a copy of each check stub for the entire period, or

· contact with the employer to determine all the income earned during the period.

The same documentation applies to assistance received through programs such as Temporary Assistance to Needy Families (TANF), Supplemental Security Income (SSI), Social Security benefits, Veterans benefits and General Assistance.

b. Written documentation from a person (like an employer) or an agency (like the Veterans Administration) should be signed by an appropriate official and should show the period covered by the report.

c. To avoid errors in verifying and calculating income:

· Be clear on what you are considering to be income.  (See page D-6.)

· Be sure your verification and documentation is conclusive for the time period you are using.

· Be sure the income calculation is based on the verification and documentation in the case file.

· Be sure the income calculation is clear and easy for an auditor to understand.

d. If erroneous payments are found during an audit or federal review, the tribe may have to repay the amount of the error.
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