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[bookmark: __RefHeading___Toc1148_2813457854][bookmark: _Toc497741292][bookmark: _Toc497741579][bookmark: _Toc500413565]Agency Street Address
Arizona Department of Economic Security
Division of Aging and Adult Services
Coordinated Hunger Relief Program
1789 West Jefferson Street, 3rd Floor NW
Phoenix, Arizona 85007	(map)
[bookmark: __RefHeading___Toc1150_2813457854][bookmark: _Toc497741293][bookmark: _Toc497741580][bookmark: _Toc500413566]Agency Mailing Address
Arizona Department of Economic Security
Division of Aging and Adult Services
Coordinated Hunger Relief Program
P.O. Box 6123, Mail Drop 6282
Phoenix, AZ 85005
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[bookmark: __RefHeading___Toc1154_2813457854][bookmark: _Toc497741295][bookmark: _Toc497741582][bookmark: _Toc500413568]Hunger Relief Program Manager
Gloria Garcia-Hernandez (acting)
(602) 364-4371
GGarcia-Hernandez@azdes.gov
[bookmark: __RefHeading___Toc1156_2813457854][bookmark: _Toc497741296][bookmark: _Toc497741583][bookmark: _Toc500413569]Hunger Relief Program Specialist
Joe Wefer
(602) 771-2792
JWefer@azdes.gov
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Website: https://des.az.gov/services/basic-needs/food/coordinated-hunger-relief-program
Program email: CoordinatedHungerReliefProgram@azdes.gov
Program main phone number: (602) 771-2788
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Agency	An umbrella term used when referring collectively to DES, Contractor, and Partners.
CFR	Code of Federal Regulations; defined by the Federal Register as an annual codification of the general and permanent rules published in the Federal Register by the executive departments and agencies of the Federal Government.
Contractor	The agency under contract with DES and responsible for local program administration and coordination; the Contractor for the SNAP Outreach program is the Arizona Community Action Association.
DES	Arizona Department of Economic Security; the State agency responsible for State administration of SNAP, SNAP Outreach and several other nutrition, health, safety, employment and financial support programs.
DES/HRP	The Department of Economic Security Coordinated Hunger Relief Program; a work unit within the Division of Aging and Adult Services Community Service Programs responsible for the day-to-day operations involved in the State Administration of SNAP Outreach and two Federal food distribution programs, The Emergency Food Assistance Program (TEFAP) and the Commodity Senior Food Program (CSFP).
Drawdown	As applied to the program, the name of the method used to request reimbursement funding from USDA/FNS.  DES pulls, or “draws”, funds from USDA/FNS down to a DES account from which the funds are then disbursed as appropriate.
FNS	The U.S. Department of Agriculture Food and Nutrition Service; the Federal agency responsible for Federal administration of SNAP and several other nutrition and food distribution programs.
Outreach	As subprogram of SNAP designed to inform potentially‑eligible clients of the benefits and steps to SNAP participation, correct misunderstandings, and myths about the program and to broaden program access in vulnerable communities.
Pass-through	As applied to the program, the specific route through which DES issues Partner reimbursement dollars.  When Partners are due reimbursement, DES draws down the appropriate funding to itself and sends a single payment Contractor.  Contractor “passes” the reimbursement amount to Partners through splitting and disbursing the payment without consuming any of the funds. 
Partner	Also known as a SNAP Community Partner, an agency that has applied for and been accepted as a member of the Partnership.
Partnership	The SNAP Community Partnership; a collaborative network of government, community-based and faith-based agencies providing expanded local program access and enrollment education to potentially‑eligible clients throughout Arizona.
Plan	The State of Arizona SNAP Access and Information Plan; a document guiding the direction, projects, goals, projected outcomes, evaluation measures and other components of Arizona’s outreach efforts. 
PPM	This Policy and Procedure Manual.
SNAP	Supplemental Nutrition Assistance Program (formerly known as the Food Stamp Program); the largest federal nutrition assistance program, SNAP supports low-income individuals and families by providing funds on an Electronic Benefits Transaction card which are used to increase household food purchasing power and support the good health of vulnerable populations.
T&TA	Training and Technical Assistance; the planning, development, delivery and evaluation of activities designed to achieve specific learning objectives, resolve problems and foster the application of innovative approaches to program objectives.
USDA	U.S. Department of Agriculture; an executive department of the Federal Government originally authorized on May 15, 1862.  The mission of the USDA is to “provide leadership on food, agriculture, natural resources, rural development, nutrition, and related issues based on sound public policy, the best available science, and efficient management.

[bookmark: __RefHeading___Toc1162_2813457854][bookmark: _Toc497741299][bookmark: _Toc497741586][bookmark: _Toc500413572]Background and Introduction
[bookmark: __RefHeading___Toc1164_2813457854][bookmark: _Toc497741300][bookmark: _Toc497741587][bookmark: _Toc500413573]About this Manual
The SNAP Community Partnership Policy and Procedure Manual outlines federal and state requirements as related to the coordination of SNAP Community Partner program outreach activity throughout Arizona.

The following references provide primary support for the information contained in the PPM:
Title 2 of the CFR (Grants and Agreements)
Title 7 of the CFR (Agriculture)
USDA/FNS State Outreach Plan Guidance
FNS Instruction 113-1 – Civil Rights Compliance and Enforcement
USDA style, branding and SNAP logo usage guidelines
DES administrative policy and procedure
Send requests for copies of source documents or clarification on material contained in the PPM to DES/HRP by email at CoordinatedHungerReliefProgram@azdes.gov or by telephone at (602) 771-2788.
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The Arizona Department of Economic Security makes Arizona stronger by helping Arizonans reach their potential through temporary assistance for those in need, and care for the vulnerable.
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All Arizonans who qualify receive timely DES services and achieve their potential.
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DES works continuously to demonstrate its values of:
Accountability: We commit to excellence, innovation, and transparency. 
Integrity: We are trustworthy, honest, and reliable. 
Respect: We appreciate each other, and value those we serve. 
Teamwork: We collaborate with humility and partner with kindness.
Diversity: We respect all Arizonans, and honor those in need.
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Goals
DES structures its services according to its four goals:
Serve Arizonans with integrity, humility, and kindness.
Support Arizonans to reach their potential through social services that train, rehabilitate, and connect them with job creators.  
Provide temporary assistance to Arizonans in need while they work toward greater self-sufficiency.
Provide children with food, health care, and parental financial support; provide services to individuals with disabilities; and protect the vulnerable by investigating allegations of abuse, neglect, and exploitation.
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DES is an equal opportunity provider and prohibits discrimination in admissions, programs, services, activities, or employments based on:
Race
Color
Religion
Sex
National Origin
Age
Disability
Genetics
Retaliation
For further information about this policy, contact (602) 542-0303.  TTY/TDD services are available by calling 7-1-1.
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All client information in any DES record or known to employees, contractors, vendors, volunteers and community partners is confidential and protected by confidentiality rules, laws, and policies.  Such information must not be released or discussed, unless the client authorizes the lease or applicable rules, laws, and policies do not require client authorization.
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Types of Confidential Information
Confidential information includes, but is not limited to:
Any applicant or participant information including:
· Name
· Date of birth
· Social Security number
· Address
· Telephone number
· Benefit amount and participation
· Child support information
Employer and employment information to include:
· Employer name and address
· Client salary amount
· Leave accrual
Any information obtained from a secure DES system
Medical or health information
Any information not generally available to the public
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Partners maintaining an electronic or physical means to store confidential data must follow generally accepted electronic and physical information security measures.
Contractor must not possess confidential client information.  When a communication containing confidential information is received, inform the sender that the information is confidential and should be sent directly to DES by using a secure, encrypted method, then destroy the original message.
Computer system security may be addressed at the local level.  Agencies are encouraged to consult with their information systems support providers to determine the most appropriate method for securing electronic information, as applicable to their current information technology environment.

Examples of appropriate physical security include, but are not limited to:
Locking file cabinets
Securing file rooms; closing and locking the doors
Not leaving confidential information in places the public can access it, such as on printers, desks and the tops of file cabinets
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Agencies must not release confidential information to any unauthorized source, nor release any documents that contain the physical address of an Address Confidentiality Program participant.
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SNAP is the cornerstone of the Nation’s nutrition safety net.  It provides assistance to those who qualify, helps relieve pressure on emergency food providers, and brings considerable nutrition, health, and economic benefits to both clients and communities.  Because of its unmatched ability to increase food security in vulnerable communities, USDA/FNS and DES/HRP have made increasing the awareness of SNAP, and access to it, a priority.  Realizing these objectives requires the combined efforts of federal, state, and local public leaders as well as nonprofit community and faith-based agencies, employers, and anyone else who touches the lives of potentially eligible people.
SNAP helps vulnerable households to:
Stretch their food dollars; those receiving SNAP benefits spend more money on food than potentially eligible but non-participating households do.
Fight obesity through education; nutrition educators teach SNAP participants the importance of a quality diet, how to prepare healthy foods and how to make healthy choices.
Put food on the table for their children; SNAP benefits are an investment in the future—nearly half of participants are children.
Keep seniors independent; for seniors, participation can help improve nutritional status and well-being and increase independence.
Transition to self-sufficiency; SNAP helps participants become financially stable and provides needed support as they transition to self-sufficiency.
SNAP helps communities by:
Supporting local food retailers; nationally, the average SNAP benefit per person is approximately $125 per month, which is spent in local grocery stores.
Generating economic activity; as a fiscal stimulus, every $5.00 in new SNAP benefits generates up to $9.00 in economic activity.
Supporting farms; heightened food demand leads to an activity increase along all stages of food production—a significant share of increased demand for inputs into food processing is for farm products.
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SNAP Access and Information Plan 
The annual SNAP Access and Information Plan focuses and defines Arizona’s SNAP outreach direction.  The Plan is a fundamental component of the Partnership and provides the opportunity to:
Set goals, action steps, and timelines and evaluation measures.
Structure activities in a logical way.
Target activities to where they are needed most.
Review accomplishments and opportunities when adapting outreach strategies in response to changing economic conditions or population needs.
Leverage Partnership resources fluidly and efficiently by enhancing communication among USDA/FNS, DES, Contractor, and Partners.
Demonstrate the Partnership’s vision of a healthy, food-secure Arizona to public and private leaders, communities, businesses, and nonprofit agencies.
Contribute to the collection of promising best practices and lessons learned.
Receive and pass-through funding to reimburse Partners a percentage of their reasonable, allowable, and necessary SNAP outreach administrative expenditures.
Partners are encouraged to review the Plan at the beginning of the year and reference it as needed.  A copy of the USDA/FNS-approved Plan is available as an attachment to the PPM.
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DES is the state agency responsible for administering SNAP throughout Arizona.  In addition to SNAP, DES administers several other federal and state programs.  Many thousands of individuals receive essential services in DES offices each year.
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DES is responsible for the following Partnership functions:
Drafting and submitting the SNAP Access and Information Plan to USDA each year.
Drawing down program reimbursement funds from USDA/FNS.
Contracting with, funding, and monitoring a community-based agency for program coordination, facilitating reimbursement pass-through and on-site or remote Partner support through T&TA.
Supporting Contractor during outreach, Partner recruitment and training events.
Final approval of Partnership member applications.
Developing and delivering program-specific civil rights training and material.
Developing program forms, templates and other material not assigned to Contractor.
Supporting Contractor’s development of accurate training, outreach and other assigned material, to include the PPM and application assistance training.
Supporting the development and maintenance of the PPM.
Approval of Contractor and Partner promotional and informational material.
Approval of Partner monthly invoices and activity reports.
Disbursing reimbursement and administrative funding to Contractor
Final approval of Contractor and Partner budget and scope-of-work amendments.
To fulfill its program administration responsibility, DES may request for review, at any time, program or fiscal records of any agency supported by this partnership.  Contractor and Partners are responsible for providing any requested records. 
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DES contracts with a community-based, nonprofit agency, the Arizona Community Action Association, to administer the program at the local level.
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Contractor is responsible for the following partnership functions.
Outreach and education delivery to community and faith-based organizations statewide about the Partnership model.
Creating and distributing application documents.
Assisting community and faith-based organizations with the application process, providing guidance and support, and ensuring completeness of Partnership applications for submission to DES
Conducting initial review of Partnership applications and requesting corrections or clarifications from applicants.
Notifying community and faith-based organization applicants when SNAP Partnership applications are approved, denied, or amended.
Notifying Partners when budget amendments, changes in scopes of work, materials, or other changes requested by Partners are approved, denied, or amended.
Creating accurate training materials tailored when possible to the specific needs of Partners and the communities they serve.
Conducting or coordinating training and support of Partners, including but not limited to, the following topics:
· SNAP application assistance
· Arizona Self Help (ASH) prescreening
· Outreach methods
Providing ongoing monthly support through Partner Webinars.
Providing direct support and oversight during site visits with Partners.
Providing regional networking opportunities to gather and share best practices and discuss barriers.
Providing Partners with reporting documents.
Helping to ensure timely submission of Partner monthly invoice and activity reports.
Providing ongoing oversight and initial review of Partner monthly invoice and activity reports.
Submitting reimbursement requests to DES.
Providing Partners with pass-through reimbursement.
Monitoring expenditures by Partners and notifying Partners of any concerns from Contractor or DES related to expenditure patterns.
Providing oversight of budget amendment requests and submitting to DES for approval.
To fulfill its program administration responsibility, Contractor may request for review, at any time, program or fiscal records of any Partner supported by this partnership.  Partners are responsible for providing any requested records.
[bookmark: __RefHeading___Toc1200_2813457854][bookmark: _Toc497741318][bookmark: _Toc497741605][bookmark: _Toc500413591]Partner Administration
Each Partner is a unique organization with its own structure, challenges, workflows, and policies.  While compliance with program policy and procedure is mandatory, Partners are free to make and implement their own business decisions, insofar as the decision or its implementation do not conflict with program rules or requirements. 
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Partners are responsible for the following Partnership functions:
Attending trainings provided by DES or Contractor.
Responding timely to requests from DES or Contractor for document corrections, additions, clarifications or other program requests.
Providing accurate information to DES, Contractor and clients.
Attending mandatory trainings.  Partners who are unable to attend mandatory trainings must notify Contractor to schedule alternative trainings.
Participating in mandatory monthly Partner Webinars.
Participating in site visits conducted by DES or Contractor.
Notifying DES or Contractor, as appropriate, of program-related concerns and requesting assistance, as needed.
Submitting monthly Invoice and Activity Reports no later than the 10th of each month to ensure timely processing and reimbursement.
Submitting an invoice for $0 when there is no activity during the service month
Monitoring agency expenditures and ensuring that agency expenses do not exceed allocations authorized on Partner’s approved itemized service budget.
Submitting budget amendments or other amendments as related to the program and providing documentation supporting the amendment.
Providing fiscal and program records to DES or Contractor, as requested.
Participating and supporting customer satisfaction by:
· Completing Partner Surveys at the completion of trainings and calls.
· Distributing and collecting SNAP customer surveys.
Surveys are one of the means by which DES and Contractor measure Partnership effectiveness as compared to Plan goals and evaluation, identify training needs, and detect opportunities for improved policies or program implementation.
Partners must comply with periodic satisfaction survey completion and submission to Contractor as directed by DES or Contractor. 
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USDA/FNS and DES recognize the need for trusted community and faith-based organizations to reach individuals and families in need within the community.  Partnership allows community and faith-based organizations to draw down Federal funds to help support their anti-hunger work and provides an avenue for members of the community to seek information and assistance at trusted community sites.
[bookmark: __RefHeading___Toc1206_2813457854][bookmark: _Toc497741321][bookmark: _Toc497741608][bookmark: _Toc500413594]Agency 
The Partnership is open to government and tax-exempt, nonprofit community and faith‑based organizations throughout the State of Arizona.  In general, for-profit organizations and the for-profit face of a hybridized (e.g., a for-profit medical insurance company may open a subsidiary nonprofit agency to participate in the Partnership or other programs that for-profit agencies are generally not authorized to join or operate) are prohibited from becoming members of the Partnership.
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Partners are required to participate in the Information Distribution activity but are free to choose their level of application assistance or forego application assistance altogether, dependent upon Partner resources.  Application assistance service levels are defined as:
Full-Service: Partner staff and volunteers engage with the client and complete the physical actions required for tasks such as prescreening, submitting applications and verification documents and other related actions needed to support client benefit certification.
Self-Service: Partners provide access to agency-owned electronic equipment, such as computers, scanners, printers and fax machines, to allow clients who do not have said resources to apply and become enrolled in the program though online and other electronic means.
The Information Distribution activity consists of Partners providing clients with information about the benefits of participating in SNAP and the steps needed to become enrolled in the program.  Information is distributed in Partner offices, during outreach events or meetings in the community and at Partner remote locations.

In addition to providing the services listed here, some Partners choose to engage in additional activities related to SNAP Outreach.  USDA provides guidance on which activities are considered allowable through this funding in the USDA SNAP State Outreach Plan Guidance document.  DES and Contractor, to ensure the Partnership is in compliance with USDA guidance, will review all proposed activities not detailed in Partner application documents.  Final approval of all activities is at the discretion of USDA.
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The Partnership is funded through cost reimbursement via funds drawn down by DES from USDA/FNS.  Funding is based on expenditures related to allowable, reasonable, and necessary activities.  Partners must be able to support 100% of their program costs up front.  Each month, Partners must submit to Contractor an Activity Report and Invoice in order to request reimbursement for activities completed in the prior month.  Once approved by Contractor and DES, a reimbursement check will be issued from Contractor directly to the Partner.  Contractor and DES make every effort to process reports and reimbursements in a timely manner and are generally able to provide reimbursement to Partners within 8-10 weeks of the invoice submission.
Utilizing cost reimbursement is not a requirement for participation in the Partnership.  Organizations not requesting reimbursement are only required to submit an activity report each month; the invoice is not required.
For every $1 a Partner spends on allowable activities:
The Partner receives 40 cents (40% of the expenditure).
Contractor receives a percentage in accordance with the DES contract.
50 cents is not reimbursed (50% of the expenditure).
Partners must be able to support 100% of their program costs up front.  Reimbursement funding availability is determined at the Federal level and subject to change at the discretion of cognizant Federal administrative, oversight, or legislative authorities.
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When completing the Partnership application, Partners must provide a budget projection covering full program costs (100%) and a detailed staffing chart with all positions funded, at any activity percentage, by the Partnership.  Reimbursement will be 40% of total allowable expenditures.  Volunteer time is not a reimbursable cost, but all the expenses associated with volunteers are (e.g. space, equipment, etc.)  Federal funds awarded for a different program may NOT be used to draw down a reimbursement for this Partnership
(i.e. “double‑dipping”).
Volunteer time is not a reimbursable cost, but the expenses associated with supporting volunteer activities are potentially eligible for reimbursement.
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Allowable activities are those activities permitted by the USDA under SNAP Outreach.  Contractor and Partners are responsible for abiding by the guidelines for allowable activities provided by the USDA.  Partner applications should include only allowable activities, and each month’s Activity Report and Invoice should reflect these same activities.  If there are questions about whether or not an activity is allowable, refer to the USDA guidelines or contact DES/HRP.

For examples of allowable activities, see the USDA SNAP State Outreach Plan Guidance document.
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While an agency may elect to complete one or both of the following activities under a different program, the activity cannot be supported by Federal funds under the Partnership (i.e., the activity is not prohibited, but it is not eligible for reimbursement):
Recruitment activities designed to persuade an individual to apply for SNAP benefits through the use of persuasive practices.  Persuasive practices constitute coercing or pressuring an individual to apply, or providing incentives to fill out an application.  For the purpose of this paragraph, reinforcement items purchased and used according to Partnership policy are NOT considered “incentives”.
The placement of radio, television, and billboard advertisements that promote SNAP benefits and enrollment.  This does not apply to social media, so long as the message is not a recruitment activity designed to persuade people to apply for SNAP benefits.  For the purpose of this paragraph, “billboard advertisement” is defined as an outdoor, large format advertising display, either permanent or portable, which is used to advertise or inform alongside a roadway.  “Billboard advertisement” does NOT include large signs or banners intended for viewing predominantly by individuals not travelling along a roadway.  (81 FR 92553)
[bookmark: _Toc500413602]Unallowable Activities
The following activities are unallowable and may not be performed by Contractor or Partners under the Partnership:
Compensating staff for outreach activities based on the number of people who apply for SNAP as a result of that worker’s efforts.  For example, paying a staff person $10 for each application they help a client complete is unallowable.
Interfering during the certification interview or at other times to campaign on behalf of specific applicants or recipients.  Note that Partners may be present at the interview to provide support or help explain complicated terms.
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All costs must be reasonable and necessary.  All costs reimbursed by USDA must be valid obligations for the organization’s SNAP Outreach activities.  Reasonable costs are those that provide a program benefit generally commensurate with the amount incurred.  Necessary costs are those that are needed to carry out essential functions of SNAP outreach and/or application assistance.  See the USDA SNAP State Outreach Plan Guidance document for additional information on reasonable and necessary activities.
[bookmark: __RefHeading___Toc1222_2813457854][bookmark: _Toc497741330][bookmark: _Toc497741617][bookmark: _Toc500413604]Monthly Reports
Monthly reports and invoices should reflect activity and expenditures related to allowable SNAP Outreach activities.  All monthly Partner reports and invoices must be approved by Contractor and DES/HRP before the individual Partner may receive a reimbursement for the reporting month.  Unallowable activities cannot be reimbursed under this program.  Instructions for completing the reports are located on the reporting forms.  Partners may contact Contractor for assistance with completing the reports.
[bookmark: __RefHeading___Toc1224_2813457854][bookmark: _Toc497741331][bookmark: _Toc497741618][bookmark: _Toc500413605]Accurate and Complete Reporting
It is the Partner’s responsibility to ensure accurate and complete monthly Invoice and Activity Reports are submitted and received by Contractor each month.  In months when a Partner does not complete any activity under this Partnership or does not incur any expenses related to the Partnership, the partner must still submit an Invoice showing no expenses ($0) were incurred for the month.  An Activity Report is not required in this situation.
All reports must be submitted in their original format.  PDF copies of the report may be maintained for your records; however, PDF copies are not acceptable formats for submitting reports to Contractor.
[bookmark: __RefHeading___Toc1226_2813457854][bookmark: _Toc497741332][bookmark: _Toc497741619][bookmark: _Toc500413606]Partner Reporting Time Frames
Partner monthly invoices and activity reports are due to contractor no later than the 10th day of the month following the service month.  When the 10th day of the month falls on a weekend or holiday, reports are due the next business day.  Partners must contact Contractor to inform when monthly reports are anticipated to be submitted after the due date.
Invoices and amendments received more than 90 days after the end of the month of activity will impact the opportunity to receive reimbursement.
[bookmark: __RefHeading___Toc1228_2813457854][bookmark: _Toc497741333][bookmark: _Toc497741620][bookmark: _Toc500413607]Contractor Reporting Time Frames
Contractor’s monthly invoice and activity reports are due to DES/HRP no later than the 20th day of the month following the service month.  When the 20th day of the month falls on a weekend or holiday, reports are due the next business day.
[bookmark: __RefHeading___Toc1230_2813457854][bookmark: _Toc497741334][bookmark: _Toc497741621][bookmark: _Toc500413608]Quarterly Reports
Contractor must submit a quarterly report detailing Contractor’s program activity and financial status during the quarter no later than 45 calendar days after the close of the reporting quarter.
Partners are not required to submit a quarterly report.
[bookmark: __RefHeading___Toc1232_2813457854][bookmark: _Toc497741335][bookmark: _Toc497741622][bookmark: _Toc500413609]Annual Report
Contractor must submit an annual report detailing Contractor’s program activity and financial status as of the end of the year no later than 45 calendar days after the close of the fiscal year.
Partners are not required to submit an annual report.
[bookmark: __RefHeading___Toc1234_2813457854][bookmark: _Toc497741336][bookmark: _Toc497741623][bookmark: _Toc500413610]Financial Considerations
[bookmark: __RefHeading___Toc1236_2813457854][bookmark: _Toc497741337][bookmark: _Toc497741624][bookmark: _Toc500413611]Financial Solvency
Partners must ensure that the organization can cover the full costs of personnel and activities related to this project.  The Partnership is based on reimbursement after activities are completed.  Partner organizations must be able to cover 100% of the costs of completing the work while awaiting the 40% reimbursement, which takes approximately 8-10 weeks to receive.  Partners must also agree to accept sole responsibility for any costs incurred that are not in the Partner’s approved program Itemized Service Budget, or are disallowed by DES or the USDA.
Partner organizations must be able to cover 100% of program expenditures up front.  It may take up to 10 weeks for Partners to receive reimbursement funds. 
[bookmark: __RefHeading___Toc1238_2813457854][bookmark: _Toc497741338][bookmark: _Toc497741625][bookmark: _Toc500413612]Budget Tracking
Contractor will provide each Partner with an individual budget tracking worksheet.  Partners may use the Contractor-provided worksheet or their own ledgers but must, regardless of tracking method, keep an accurate account of their available funds.  Each month after a Partner enters their expenses, the tracking worksheet will inform the Partner what percentage of their allotted budget is remaining.  This worksheet is simply a tool for Partners to keep track of their budgets and does not need to be turned in to Contractor or DES.
[bookmark: __RefHeading___Toc1240_2813457854][bookmark: _Toc497741339][bookmark: _Toc497741626][bookmark: _Toc500413613]Time Tracking
Time and effort reporting is required for all paid staff (full and part time/hourly and salaried) and volunteers supported by the Plan.  Time records are used to calculate the charges, including salaries and benefits, for time spent on allowable activities.

The administrative office that converts the time and effort records into dollars charged must maintain accounting records that substantiate the charges.  These costs must relate to the total accounting documentation maintained by the organization that is asserting the claim.
Partners may create their own form or process, but it must record, at a minimum, staff names, the amount of time spent on outreach activity, a short description of the type of activity being performed, and a summary of any Partnership-funded materials used to complete the activity.

The time tracker does not need to be submitted to Contractor or DES with monthly reports but must be maintained and readily available upon request of Contractor or DES.
[bookmark: __RefHeading___Toc1242_2813457854][bookmark: _Toc497741340][bookmark: _Toc497741627][bookmark: _Toc500413614]Consumer Surveys
The Partnership has two, two-week consumer survey periods each year.  These surveys are designed to help Partners, Contractor, and DES determine additional successes or barriers indicated by the consumer.  Surveys should be confidential.  Partners should offer surveys to consumers after service is provided and allowing the consumer privacy to complete the survey and to return it to the Partner confidentially.
Consumer survey periods are the last two weeks of January and last two weeks of June.  Survey questions are developed by DES and Contractor.
Contractor must make surveys available in paper and electronic formats in English and Spanish languages.
[bookmark: __RefHeading___Toc1244_2813457854][bookmark: _Toc497741341][bookmark: _Toc497741628][bookmark: _Toc500413615]Amendments
[bookmark: __RefHeading___Toc1246_2813457854][bookmark: _Toc497741342][bookmark: _Toc497741629][bookmark: _Toc500413616]Changes in Scope of Work
Organizations are required to submit a Scope of Work with their Partnership application, which includes a plan of allowable activities in which the Partner will participate during the year.  Changes made to this Scope of Work must be submitted to Contractor in writing for approval no later than 30 business days prior to the anticipated implementation of the change.  Contractor and DES/HRP review the proposed change during the 30-day period and respond to the Partner with the change either being approved or pending approval with suggestions or a request for additional information.  When additional funding is needed to support changes, the Partner must also send an amended Itemized Service Budget, budget narrative and staffing chart, as relevant to the change.
[bookmark: __RefHeading___Toc1248_2813457854][bookmark: _Toc497741343][bookmark: _Toc497741630][bookmark: _Toc500413617]Budget Amendments
Partners may request an amendment to the budget as a whole or to specific line items within the budget during the.  Budget amendments are necessary when Partners need to change the amount available in a specific line item, shift money from one line item to another, or modify the overall budget by changing multiple line items. 

Amendment requests must be made in advance of the expenditures in question.  It is recommended that Partners request all budget amendments greater than 5% of the total program budget no later than early April to increase the likelihood of funding availability.

To request a budget amendment, Partners must submit a revised Itemized Service Budget and budget narrative with all proposed changes indicated clearly.  The Partner should use the budget narrative to explain the need for the amendment.  Once Contractor has reviewed and approved the request, the amendment request will be reviewed by DES/HRP for final approval.  A notice of decision will be sent via email after the review process is completed by Contractor and DES.

If the amendment request is approved, Contractor notifies the Partner of the approval via an email with the new Itemized Service Budget and budget narrative attached.

Contractor is authorized to process and approve Partner budget amendments, provided that:
· The amendment would not result in an overall increase to the SCPs total program budget.
· The amendment does not request funding for unreasonable, unallowable, or unnecessary outreach activities.
The amendment does not result in a Partner staff member being approved for greater than 50% SNAP FTE if the staff member is not already approved for greater than 50% FTE in the current, approved budget.
The amendment does not conflict with any Federal, State or program rules, requirements or laws.
Contractor makes DES/HRP made aware of the new Partner budget as soon as possible but no later than 10 workdays after the new budget is approved.  Contractor notifies DES/HRP by sending updated budget documents and brief summary of the changes made.

Partners must provide documentation supporting the amendment request, before the amendment can be approved.  For example, a shift of $2,500 from the Supplies line to the Long Distance Travel line would require the same supporting documentation as if the Long Distance Travel funding had been requested in the original Partnership application.
Amendment requests may take several weeks to process and approve.  Partners must continue to work from the original budget.  Expenses outside the scope of the original budget are not eligible for reimbursement prior to approval.
For example, Partner XYZ’s telephone company notifies Partner XYZ in March that their rates will increase in June.  If Partner XYZ waits to submit an amendment in June and is not approved until August, Partner XYZ must continue to invoice on their original budget until August.  In August, Partner XYZ will be able to invoice on their new approved budget.
Budget amendments cannot be applied retroactively.  Submit an amendment request as soon as possible after an amendment is determined to be required.
[bookmark: __RefHeading___Toc1250_2813457854][bookmark: _Toc497741344][bookmark: _Toc497741631][bookmark: _Toc500413618]Training and Technical Assistance
Training and Technical Assistance will be provided to Partners by Contractor, DES and any other qualified parties throughout the year.  At the start of the year, Contractor and DES conduct Partner Orientation training to cover the basics of the Partnership as provided in the PPM and Plan.  Additional training and technical assistance will be made available throughout the year and can be requested by the Partner at any time. 
Contractor recommends that all Partner staff and volunteers completing work under this Partnership utilize trainings available early in the contract year and on an ongoing basis as needed in order to provide high quality, knowledgeable services within communities.
[bookmark: __RefHeading___Toc1252_2813457854][bookmark: _Toc497741345][bookmark: _Toc497741632][bookmark: _Toc500413619]Required Trainings
[bookmark: __RefHeading___Toc1254_2813457854][bookmark: _Toc497741346][bookmark: _Toc497741633][bookmark: _Toc500413620]Partnership Orientation
It is the responsibility of the Partner to attend the mandatory Partnership Orientation and to train newly appointed/hired staff or request additional support from Contractor.
[bookmark: __RefHeading___Toc1256_2813457854][bookmark: _Toc497741347][bookmark: _Toc497741634][bookmark: _Toc500413621]Civil Rights Training
DES will conduct a Civil Rights training at a minimum of twice a year.  Annual Civil Rights training is mandatory for Contractor, Partner front-line staff and volunteers who interact with clients, and supervisors of Partner front-line staff and volunteers.  At least one staff member from Contractor and one member from each Partner must attend a Civil Rights training presented by DES/HRP.  The Contractor or Partner staff member may then train all other required staff and volunteers by using the provided presentation material.
[bookmark: __RefHeading___Toc1258_2813457854][bookmark: _Toc497741348][bookmark: _Toc497741635][bookmark: _Toc500413622]Monthly Partner Webinars
Contractor and DES co-host mandatory Monthly Partner Webinars.  The schedule for these calls will be made available in advance.  Calls generally last for 60 minutes.  An agenda is provided in advance of each call, and requests to cover specific topics are always welcome from Partners; direct topic requests to Contractor.  Partner Calls provide an opportunity for networking, education, policy updates, and discussion of related issues.
Partners are required to have at least one staff member or volunteer attend each monthly call.  However, there is no limit to the number of individuals from any given agency who may attend.
[bookmark: _Toc500413623]Application Assistance Modules
Contractor offers online SNAP application assistance training modules.  All front-line staff who are application assistors must participate in this training, and it is optional, but recommended, that those who have face-to-face contact with clients participate in trainings.  Additionally, many Partners have extensive experience with providing training and technical assistance related to outreach and application assistance within communities.  Therefore, Contractor or DES/HRP may request the expertise of seasoned Partners to provide support and education to other Partners wishing to enhance or expand their outreach efforts.

Agencies interested in providing support, training, or mentoring to Partners are invited to notify Contractor of their interest.  Contractor will then work to make connections between Partners for this type of support.

[bookmark: __RefHeading___Toc1260_2813457854][bookmark: _Toc497741349][bookmark: _Toc497741636][bookmark: _Toc500413624]Informational Materials
Partners may order materials provided free of charge from the USDA, DES and Contractor.  Materials from the USDA can be ordered here: https://pueblo.gpo.gov/SNAP/SNAPPubs.php.

Partners may also opt to create original materials.  Documents prepared by Partner using program funding and intended for external release, in print, other media or via the internet, must undergo appropriate review and approval prior to release.  Submit program informational material to Contractor for review, allowing up to ten (10) business days for the review to be completed.
[bookmark: __RefHeading___Toc1262_2813457854][bookmark: _Toc497741350][bookmark: _Toc497741637][bookmark: _Toc500413625] Types of Materials
Program informational material is defined as one-time, periodic, or occasional information distribution that provides factual information to the public or target audience to inform on the benefits of SNAP participation and steps needed to enroll in the program among potentially eligible populations.  These materials convey a specific message to a select target audience about SNAP and can be in the form of:
Brochures
Fact sheets
Newsletters
Press release or other press materials
[bookmark: __RefHeading___Toc1264_2813457854][bookmark: _Toc497741351][bookmark: _Toc497741638][bookmark: _Toc500413626]Press Releases
Press releases announcing events sponsored by Partners shall not require prior approval unless information is included about the Partnership described herein or SNAP eligibility requirements or rules.  Social networking, such as Facebook, Twitter, and blog posts, require prior approval in cases where the Partnership or information regarding SNAP eligibility or programmatic rules is included.  Partners must notify Contractor of press releases, kits, or social media publications at the time of or prior to release or publication of the material.
[bookmark: __RefHeading___Toc1266_2813457854][bookmark: _Toc497741352][bookmark: _Toc497741639][bookmark: _Toc500413627]Required Statements/Disclosures
Materials containing information about SNAP require an appropriate USDA funding credit statement and USDA nondiscrimination statement in accordance with State and Federal agency specifications.  See the USDA State Outreach Plan Guidance document and FNS Instruction 113-1 for additional details on the funding credit and nondiscrimination statements.

[bookmark: __RefHeading___Toc1268_2813457854][bookmark: _Toc497741353][bookmark: _Toc497741640][bookmark: _Toc500413628]Civil Rights Requirements
[bookmark: __RefHeading___Toc1270_2813457854][bookmark: _Toc497741354][bookmark: _Toc497741641][bookmark: _Toc500413629]Public Notification
The “And Justice for All” Poster (AD-475-B) must be prominently displayed at all sites where outreach is conducted.  This poster is the FNS-approved public notification.  System.  The purpose of this system is to inform applicants, participants, and potentially eligible persons of program availability, program rights, and responsibilities, the USDA policy of nondiscrimination, and the procedure for filing a complaint of program discrimination.

The public notification system must include the following three basic elements:
Program Availability: Each State agency, local agency, or other sub-recipient that distributes program benefits and services must take specific action to inform applicants, participants, and potentially eligible persons of their program rights and responsibilities and the steps necessary for participation.
Complaint Information: Applicants and participants must be advised at the service delivery point of their right to file a complaint, how to file a complaint, and the complaint procedures.
Nondiscrimination Statement: All information materials and sources, including websites, used by FNS, State agencies, local agencies, or other sub-recipients to inform the public about FNS programs must contain a nondiscrimination statement.
It is not required that the nondiscrimination statement be included on every page of a program information website.  At a minimum, the nondiscrimination statement, or a link to it, must be included on the home page of the program information site.  If printed material is too small to permit the full statement to be included, the material will, at a minimum, include the short, combined funding and nondiscrimination statement in print size no smaller than the majority of the text in the body of the material.  The short, combined statement is: “This project was funded, at least in part, by the USDA.  This institution is an equal opportunity provider.”
Posters are available through USDA, Contractor, or DES/HRP.  Posters must be displayed in their full native size of 11-inches wide by 17-inches tall and may be displayed either in full-color or gray-scale.

[bookmark: __RefHeading___Toc1272_2813457854][bookmark: _Toc497741355][bookmark: _Toc497741642][bookmark: _Toc500413630]Site Visits and Monitoring
Contractor must complete a site visit to 20 percent of Partners who are in at least their second consecutive year of Partnership participation and 100 percent of Partners in their first year of participation.  Site visits are conducted for the purpose of identifying the work being done by each Partner, helping to problem-solve any issues or concerns, identifying best and promising practices happening at Partner sites, and addressing any ongoing or one-time needs for support or training.  Partners should be prepared to review expenditures of Federal pass-through funds and provide the documentation requested when the visit was scheduled.  Partners will receive advanced notice of the site visit and of any documents, Contractor would like to review as part of the visit.

Site visits are intended to be an interactive opportunity for Contractor and Partner staff/volunteers to share information and identify ways to strengthen partnerships.  Partners will be asked to make 1-2 hours available for a site visit and include activities such as a site tour in the visit.  Note that observing Partner staff and volunteers “in action” is preferable when conditions allow, it is not the intent to interfere with or compromise the trust or confidentiality of clients being served on-site.

DES/HRP also conducts site monitoring and desk reviews to ensure Contractor and Partners are utilizing approved materials, providing approved and allowable activities for reimbursement and recording percentage of time spent appropriately.  DES/HRP uses a Risk Assessment Indicator Tool to determine which Partners will be reviewed.  A minimum of five Partners will be selected for a DES/HRP on-site review each year.

DES/HRP must also complete biannual management evaluation reviews of Contractor performance.  As with Partner site visits, Contractor’s visit is scheduled in advance, and documents that will be required for the review will be detailed.

[bookmark: __RefHeading___Toc1274_2813457854][bookmark: _Toc497741356][bookmark: _Toc497741643][bookmark: _Toc500413631]Record Keeping
It is the responsibility of Contractor and Partners to maintain complete records of work performed as well as time records for staff and volunteers.  DES/HRP may request records from Contractor and Partners, and Contractor may request records from Partners at any time.  Refer to IRS regulations for detailed guidance on which records must be maintained and the time period each must be kept.
[bookmark: __RefHeading___Toc1276_2813457854][bookmark: _Toc497741357][bookmark: _Toc497741644][bookmark: _Toc500413632]Record Retention
DES/HRP maintains Partnership records for five years after the close of the relevant fiscal year or date of the most recent activity on the records, whichever is later.

Contractor must retain copies of all financial and other records related to the Partnership for the same five-year period as DES/HRP, and Partners must maintain these documents in their records for the same five-year period used by DES/HRP and Contractor.
[bookmark: __RefHeading___Toc1278_2813457854][bookmark: _Toc497741358][bookmark: _Toc497741645][bookmark: _Toc500413633]Record Requests and Release
Contractor and Partners must respond to records requests from the USDA or DES.  Partners must also provide records to Contractor on request.  Note that financial information for Partners will not be shared publicly by Contractor on their website or by other means, unless in aggregate form with all confidential or otherwise protected information removed.

Individual Partner financial information will only be shared among USDA, DES/HRP, and Contractor, or as required by law.
[bookmark: __RefHeading___Toc1280_2813457854][bookmark: _Toc497741359][bookmark: _Toc497741646][bookmark: _Toc500413634]Continuing Partnership and Partnership Referrals
Partners that wish to continue participating in the Partnership must submit a new application in April prior to the beginning of the new Federal fiscal year.  Additionally, if Partners know of other organizations that would benefit from membership, the Partner or other organization is encouraged to contact Contractor or DES/HRP for information and direction regarding the Partnership.

[bookmark: __RefHeading___Toc1282_2813457854][bookmark: _Toc497741360][bookmark: _Toc497741647][bookmark: _Toc500413635]Conflict Resolution
In the event a conflict arises between any of the parties involved in this Partnership, the foremost goal is to address and resolve the conflict in a professional and courteous manner.  The contact steps in this section have been established for conflict resolution.
[bookmark: __RefHeading___Toc1284_2813457854][bookmark: _Toc497741361][bookmark: _Toc497741648][bookmark: _Toc500413636]Conflict between Partner and Contractor
When conflict occurs between a Partner and Contractor, the Partner notifies Contractor, verbally or in writing, of the concern.  When the Partner is not comfortable notifying Contractor directly or is dissatisfied with Contractor’s response, the Partner may notify the DES/HRP Program Manager and Program Specialist of the situation, in writing.  Information shared with DES/HRP will be made available to Contractor during the resolution process as is required for resolution of the conflict.

In the event that neither Contractor nor DES can address the concern to the satisfaction of the Partner, a face-to-face meeting among the three parties may be necessary.

In the event that a face-to-face meeting is not able to address concerns, Partners may determine if there is a need to contact USDA/FNS, attempt again to resolve the issue or request a change to the Partnership agreement, if relevant.
[bookmark: __RefHeading___Toc1286_2813457854][bookmark: _Toc497741362][bookmark: _Toc497741649][bookmark: _Toc500413637]Conflict between Partner and DES/HRP
When a conflict occurs between a Partner and the DES/HRP, the Partner notifies the DES/HRP Program Manager and Program Specialist, verbally or in writing, of the concern.  When the Partner is not comfortable notifying DES/HRP directly or is not satisfied with DES’ response to the concern, the Partner should notify Contractor, in writing, about the concern.  Information shared with Contractor may be made available to DES/HRP during the resolution process as is required to resolve the conflict.

In the event that neither DES nor Contractor can address the concern to the satisfaction of the Partner, a face-to-face meeting among the three parties may be necessary.

In the event that a face-to-face meeting is still not able to address concerns, Partners may determine if there is a need to contact USDA/FNS, attempt again to resolve the issue or request a change to the Partnership agreement, if relevant.
[bookmark: __RefHeading___Toc1288_2813457854][bookmark: _Toc497741363][bookmark: _Toc497741650][bookmark: _Toc500413638]Conflict between Partner and DES Local Office
When a conflict occurs between a Partner and DES local office, the Partner notifies Contractor, verbally or in writing, of the issue in question.  If the Partner is not comfortable notifying Contractor directly or is not satisfied with the response, the Partner may notify the DES/HRP Program Manager and Program Specialist, in writing, of the situation.  Information shared with DES and Contractor may be made available to the local DES office during the resolution process as is necessary to resolve the conflict.

In the event that neither Contractor nor DES are able to address the concern to the satisfaction of the Partner, a face-to-face meeting among the parties may be necessary.
In the event that a face-to-face meeting is not able to address concerns, Partners may determine whether there is a need to contact USDA/FNS, attempt again to resolve the issue, or request a change to the Partnership agreement, if relevant.
[bookmark: __RefHeading___Toc1290_2813457854][bookmark: _Toc497741364][bookmark: _Toc497741651][bookmark: _Toc500413639]Conflict between Partner and other State Agency 
In the event of a SNAP-related conflict between a Partner and a State agency, other than DES, the Partner notifies Contractor, in writing, of the issue in question.  Contractor communicates the concern to DES/HRP.  DES/HRP then collaborates with the State agency, as requested and is appropriate, on a path to resolution.
[bookmark: __RefHeading___Toc1292_2813457854][bookmark: _Toc497741365][bookmark: _Toc497741652][bookmark: _Toc500413640]Nondiscrimination
[bookmark: __RefHeading___Toc1402_2813457854][bookmark: _Toc497741366][bookmark: _Toc497741653][bookmark: _Toc500413641]USDA/FNS Nondiscrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, religious creed, disability, age, political beliefs, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form.  To request a copy of the complaint form, call (866) 632-9992.  Submit your completed form or letter to USDA by:
 
(1)  mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; 
(2)  fax: (202) 690-7442; or 
(3)  email: program.intake@usda.gov. 

This institution is an equal opportunity provider.

[bookmark: __RefHeading___Toc1296_2813457854][bookmark: _Toc497741367][bookmark: _Toc497741654][bookmark: _Toc500413642]DES Nondiscrimination Statement
Equal Opportunity Employer/Program.  Under Titles VI and VII of the Civil Rights Act of 1964 (Title VI & VII), and the Americans with Disabilities Act of 1990 (ADA), Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and Title II of the Genetic Information Nondiscrimination Act (GINA) of 2008; the Department prohibits discrimination in admissions, programs, services, activities, or employments based on race, color, religion, sex, national origin, age, disability, genetics and retaliation.  The Department must make a reasonable accommodation to allow a person with a disability to take part in a program, service, or activity.  For example, this means if necessary, the Department must provide sign language interpreters for people who are deaf, a wheelchair accessible location or enlarged print materials.  It also means that the Department will take any other reasonable action that allows you to take part in and understand a program or activity, including making reasonable changes to an activity.  If you believe that, you will not be able to understand or take part in a program or activity because of your disability, please let us know of your disability needs in advance if at all possible.  For further information about this policy, contact 602-542-0303; TTY/TDD Services: 7-1-1.  Free language assistance for DES services is available upon request. 
[bookmark: _Toc497741368][bookmark: _Toc497741655][bookmark: _Toc500413643]Attachments
[bookmark: _Attachment_1_–][bookmark: _Toc497741370][bookmark: _Toc497741657][bookmark: _Toc500413644]Attachment 1 – Partner Guide Q&A Document
The PPM Partner Guide Q&A (question and answer) Document lists answers to questions commonly asked by Partners and other interested entities.


Double-click the image to open the document in PDF format.  Compatible PDF reader software is required.  Consult with agency information technology specialists for an appropriate software solution, as needed.
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The SNAP Community Partnership Partner Guide Q&A contains a collection of 
questions and answers received from Partners, State agencies and other interested 
entities.  Information in this document is current as of: 


November 1, 2017 


Question (Q) 1.  I heard that SNAP benefits were reduced for 2018.  Is that true? 
 
Answer (A) 1.  Several adjustments were made to SNAP for 2018.  See DES Family 
Assistance Administration Policy Change Alert 17-018F (10-10-17) – Cost of Living 
Adjustments for FFY 2018 (Amended) for details. 
 
Q2.  What are the actual numbers for the increases and reductions? 
 
A2.  See A1. 
 
Q3.  Is there anything clients can do to increase their benefits? 
 
A3.  Clients should make sure they are claiming all allowable expenses, such as 
shelter, utility, child care, out-of-pocket medical and court-ordered child support.  
Benefits may increase if the client includes all countable expenses on the benefits 
application. 
 
Q4.  How can a client contact the Department of Economic Security (DES) by phone 
for assistance or to complete the SNAP certification interview? 
 
A4.  Most case-related contact starts with the client calling (855) 432-7587 to reach 
the DES customer service.  To report a lost or stolen Electronic Benefits Transfer 
(EBT) card or to check account balances or receive other assistance, clients may call: 
(888) 997-9333.  Clients can complete certification interviews over the phone by 
calling (855) 777-8590 (statewide).  Email and live chat support are available at 
https://www.healthearizonaplus.gov. 
 



https://www.healthearizonaplus.gov/
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Q5.  Can Partner paid staff or volunteers act as an EBT alternate cardholder? 
 
A5.  No.  Partner staff or volunteers may not act as EBT Alternate Cardholders or as 
Authorized Representatives for their clients. 
 
However, 7CFR§273.2(n)(3) states: 
 
“A household may allow any household member or nonmember to use its ID card and 
benefits to purchase food or meals, if authorized, for the household.  Drug or alcohol 
treatment centers and group living arrangements which act as authorized 
representatives for residents of the facilities must use food stamp benefits for food 
prepared and served to those residents participating in the Food Stamp Program 
(except when residents leave the facility as provided in § 273.11(e) and (f)).” 
It is important to note that the clause, “if authorized,” does not mean that a person 
must in some way be officially authorized.  This particular clause means that, in order 
to use the benefits to purchase meals, the household must be authorized for a meals 
program such as Arizona’s Restaurant Meals Program (RMP). 
 
Q6.  Is there a grace period to continue receiving SNAP benefits if a person obtains 
employment that puts them over the income limits for SNAP? 
 
A6.  When required, DES sends a ten-day advance notice of adverse action (NOAA) 
informing the client that the Department intends to take action to decrease or stop 
SNAP benefits.  Some situations do not require NOAA to be sent.  This 10-day period 
does not constitute a “grace period” but serves only to advise the client that benefits 
will be reduced or stopped. 
 
Q7.  A case manager reported that her parents, likely senior citizens, receive SNAP 
benefits.  One month after not using the previous month’s benefits, they received a 
letter in the mail from DES stating they must use their benefits or they would lose 
them.  The case manager confirmed that the parents had only sat on their benefits for 
the month in reference, and not more than three months or longer.  Additionally, she 
did not have a copy of the letter received by the parents.  Is this circumstance of a 
letter going out more than 30 days but less than 90 days after “stale” benefits use 
normal? 
 
A7.  A household should NOT receive a stale benefits notice after only one month of 
non-use.  FAA policy FAAEBT.A05K – EBT Issuance and Availability - Inactive 
Account, shows that an EBT account needs to be aged for 90 days or more before 
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being considered stale.  After one year of inactivity, the SNAP benefits are recouped.  
Once an EBT account is stale, the only action required by the client to keep the 
account active is to use the EBT card. 
 
Q8.  What is the minimum monthly SNAP allotment? 
 
A8.  The minimum monthly SNAP allotment is $15 
 
Q9.  Does the SNAP benefit decrease month‐to‐month if medical expenses change? 
 
A9.  Medical expense changes are outlined in FAA4.L13A of the Cash and Nutrition 
Assistance Policy Manual.  When completing the budget for a household, the DES 
Eligibility Worker will attempt to anticipate (i.e., prospectively budget) medical 
expenses for the entire approval period.  When an elderly or disabled participant (or 
both elderly and disabled) does not report any changes to medical expenses during 
the approval period, the household is not subject to overpayments and is not eligible 
for supplemental benefits based on medical expense changes. 
 
When changes to medical expenses are reported, there is a potential that a decrease 
in medical expenses can decrease the benefit amount.  Likewise, an increase in 
medical expenses may increase the benefit amount. 
 
Q10.  Can SNAP participants receive other nutrition program benefits? 
 
A10.  Yes.  The receipt of SNAP benefits does not preclude concurrent participation in 
programs such as WIC, the Emergency Food Assistance Program (TEFAP) or the 
Commodity Senior Food Program (CSFP).  However, simultaneous participation in 
SNAP and the Food Distribution Program on Indian Reservations (FDPIR) is NOT 
allowed, unless the SNAP allotment is $0 for the month in which the household also 
participates in FDPIR.  When a household is entitled to a SNAP allotment greater than 
$0, the household cannot participate in FDPIR during the same month for which the 
SNAP allotment was intended. 
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Q11.  What is “Food Security”? 
 
A11.  (from https://www.ers.usda.gov/topics/food-nutrition-assistance/food-security-in-the-
us/definitions-of-food-security/#ranges) In 2006, USDA introduced new language to 
describe ranges of severity of food insecurity.  USDA made these changes in response 
to recommendations by an expert panel convened at USDA's request by the 
Committee on National Statistics of the National Academies.  USDA breaks food 
security into four levels: 


• High food security: no reported indications of food-access problems or 
limitations. 


• Marginal food security: one or two reported indications—typically of anxiety 
over food sufficiency or shortage of food in the house.  Little or no indication of 
changes in diets or food intake. 


• Low food security: reports of reduced quality, variety or desirability of diet.  Little 
or no indication of reduced food intake. 


• Very low food security: reports of multiple indications of disrupted eating 
patterns and reduced food intake. 


 
Q12.  Is SNAP only for people in poverty, unemployed or for people with children? 
A12.  No.  SNAP is available for anyone that applies and is found eligible according to 
program eligibility rules. 
 
Q13.  Why does DES stop pursuing citizenship information when a client declines to 
answer citizenship-related question on the application? 
 
A13.  This is addressed by 7CFR§273.4(b)(2), which states: 
 
“When a household indicates inability or unwillingness to provide documentation of 
alien status for any household member, the State agency must classify that member 
as an ineligible alien.  When a person indicates inability or unwillingness to provide 
documentation of alien status, the State agency must classify that person as an 
ineligible alien.  In such cases the State agency must not continue efforts to obtain that 
documentation.” 



https://www.ers.usda.gov/topics/food-nutrition-assistance/food-security-in-the-us/definitions-of-food-security/#ranges

https://www.ers.usda.gov/topics/food-nutrition-assistance/food-security-in-the-us/definitions-of-food-security/#ranges
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Q14.  How does DES verify a person’s homelessness?  Do they ever use HUD 
verification? 
 
A14.  When a client claims to be homeless and is currently and temporarily living with 
others, DES asks the applicant to sign a statement regarding the temporary nature of 
the residence and the date the client expects to get their own residence.  When the 
client claims to be homeless and is not living with others (i.e., the client does not have 
a regular nighttime residence or the client sleeps in a place not designed, or ordinarily 
used, for sleeping), DES requests a description from the applicant of where the 
applicant is residing.  HUD verification is not requested or used to verify a client’s 
homelessness. 
 
Q15.  Is there an ID requirement for EBT users? 
 
A15.  No.  Currently, there is no requirement for EBT users to present ID when using 
their EBT card to purchase food. 
 
Q16.  What is considered common law marriage? 
 
A16.  Common law marriage is covered in FAA2.J02B.01 of the Cash and Nutrition 
Assistance Policy Manual.  The policy reads: 
 
“In some states, couples who live together are considered legally married even though 
no wedding ceremony was performed.  Common law marriages are legal only in 
certain states.  Participants that move to Arizona from another state may be 
considered married by common law when ALL of the following occurred in any 
common law state: 


• The participants reside together. 
• The participants are adults (18 years and older). 
• The participants are not legally married to another person at the same time. 
• The participants present themselves to the community as married.  This may 


include, but is not limited to, using the same last name or filing a joint income tax 
return. 


• The participants express their intent to marry. 
• The participants established the common law relationship in accordance with time 


frames specified by the common law state. 
• Navajo tribal members may be considered married by common law. 







Arizona Department of Economic Security • Coordinated Hunger Relief Program 
SNAP Community Partnership Partner Guide Q&A for Federal Fiscal Year 2018 Page 7 


When it is determined that a participant is considered married by common law in a 
common law state or on the Navajo reservation, FAA recognizes the common law 
relationship as MARRIED.  This includes participants who were considered common 
law married prior to becoming Arizona residents and common law married Navajo 
tribal members who move off the Navajo reservation.”  
 
Q17.  When a mother and father who are not U.S. citizens nor in the U.S. with the 
knowledge and permission of USCIS come in and apply for SNAP for their children, 
does that mean only the children are receiving benefits? 
 
A17.  Yes, only the children are receiving benefits.  Undocumented and nonqualified 
noncitizens are not eligible to receive SNAP and are not considered a participant in 
the household.  However, the income of an undocumented noncitizen is counted in full 
in the budget.  This makes it critical that they be included on the application not only to 
determine a proper benefit level but also to avoid any potential overpayments. 
 
Q18.  Can a disabled individual over the age of 22 with mental capacity constraints 
and living with his parents apply on his own, or would he have to go under his parents’ 
application? 
 
A18.  It depends on how the family purchases and prepares (P&P) their meals.  If they 
P&P together and the child is under 60 years old, they would all be mandatory 
participants in the same budgetary unit (BU), so the child would go on the parents’ 
application.  This can also be worked the other way in which the child is the primary on 
the application, and the parents are added under the child’s case.  However, in the 
case of a child with diminished mental capacity, it’s more likely the parents would 
handle the application and interview process. 
 
If they P&P separately, the child and the parents can have their own, separate BUs 
and still live in the same home.  If they are eligible for and want to have separate 
applications, the child has the option of appointing an authorized representative to 
handle the SNAP application and interview process.  What cannot happen is a 
scenario wherein the child (age 22 to 59) P&P with the parents and still has his own, 
separate household unit.  This structure is limited to participants who are elderly AND 
disabled and is when the 165% Federal Poverty Level guidelines come into effect. 
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Q19.  If two friends are living together, would they receive more benefits if they apply 
separately? 
 
A19.  It would depend on the circumstances of the applicants, so this question can 
only be answered on a case-by-case basis.  It’s important to keep in mind that the 
benefit level is not evaluated when determining correct household composition.  In 
other words, the household’s composition is one variable in the determination of the 
benefit level.  The benefit level does not determine the household’s composition. 
 
Q20.  I had a client that is under 22 and has a child and both her and her child live 
with the boyfriend's mom.  Would they have to include boyfriend's mom on her 
application? 
 
A20.  Yes, if the boyfriend is also under 22 years old.  The common child ties together 
the applicant and the boyfriend.  The boyfriend being under 22 ties together the 
applicant, the boyfriend and the boyfriend’s mom.  This also extends to anyone else in 
the home that would be considered mandatory had the mom been the one to apply.  If 
the boyfriend is 22 years old or older, then your applicant’s budgetary unit could 
potentially be just the applicant, the common child and the boyfriend. 
 
Q21.  Does the felony drug conviction policy include alcohol? 
 
A21.  No.  Felony drug conviction policy applies to “controlled substances,” and the 
crime must include actual use, possession or distribution of the substance.  As alcohol 
(i.e., ethanol) does not appear in the Schedules of Controlled Substances, an 
alcohol-related felony conviction does not apply to SNAP felony drug conviction policy 
when the actual use, possession or distribution of a controlled substance is not also 
an element of the crime. 
 
Q22.  Is there a different SNAP calculation for families that have foster children? 
 
A22.  No.  The SNAP allotment is based on household size, income, expenses, 
allowances, deductions, any necessary proration and any necessary recoupments or 
supplements.  The status of a participant as being a child in foster care does not, in 
itself, affect the allotment determination. 
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Q23.  What if there are 12 people in the household but only 2 people are applying for 
SNAP?  Does everybody still have to be on the application?  The client lives with her 
friend and her family, and they have their own SNAP case. 
 
A23.  Yes.  All persons living in the home should be listed on the application. 
 
Q24.  If the applicant is applying for himself but lives with a roommate, who buys food 
separately, does he need to include this roommate in the application?  The best way 
would be to include all persons in the home and then let DES decide, but what if the 
roommate doesn’t feel comfortable giving his information to DES since he is not 
receiving benefits?  The application asks for his social security number, which most 
people do not want to give.  Then what should we do with the applicant? 
 
A24.  The roommate should be listed on the application.  On the paper application, the 
roommate’s information would be put in the section titled, “Food Preparation: Tell us 
how your household buys and prepares food.”  The Health‐e‐Arizona PLUS 
application also has this section. 
 
At the point of application, the only information required of the roommate is his name, 
age, relationship to the applicant, if the roommate pays any expenses, and which 
expenses the roommate pays.  No other personal information needs to be revealed.  If 
DES determines that the roommate is a mandatory participant, an information request 
will be sent for more details about the roommate (e.g., Social Security number, 
income, date of birth, etc.). 
 
Q25.  If we have changes in staff/turnover, do we have to report/notify ACAA? 
 
A25.  Yes.  Inform the Arizona Community Action Association (ACAA) of changes to 
key agency staff.  Key staff are those who are listed on the agency staffing detail and 
have more than zero percent of their time allocated to SNAP. 
 
Q26.  Do all employees have to attend the mandatory Civil Rights training, or can one 
employee attend and train the other staff?  Also, how often does the training have to 
be taken for employees to remain in compliance? 
 
A26.  Only one employee is required to attend a mandatory Civil Rights training.  The 
trained employee can then disseminate the information to the remaining staff and 
volunteers.  All personnel, paid staff and volunteers, engaged in public contact 
outreach operations must complete the training (either through the DES-led training or 
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through in-house training) annually.  Additionally, if an employee has gone through the 
TEFAP or CSFP Civil Rights training, they do not need to do the SNAP Outreach 
training, and vice versa. 
 
Q27.  Do “And Justice for All” posters need to be displayed when an outreach Partner 
is working a mobile office or out of his/her vehicle?  Is so, can the Partner use a 
reduced-size version (8.5” x 11”)?  Are the posters required to be displayed in color? 
 
A27.  The Partner must prominently display a full-size (11” x 17”) “And Justice for All” 
poster at any location in which SNAP Outreach is being conducted.  This includes 
mobile and out-of-vehicle offices. 
 
Q28.  Do non-reimbursable partners have to track staff time and activity? 
 
A28.  Non-reimbursement Partners are not required to track staff time and activity for 
the program.  However, it is a good idea to time track should a non-reimbursable 
partner elect to become a reimbursable partner during the fiscal year or when applying 
for next year. 
 
Q29.  Is the transportation of application documents allowable and reimbursable, both 
time and mileage? 
 
A29.  Delivering SNAP applications to a DES local office is allowable and 
reimbursable for both staff time (but not volunteer time) and mileage (including 
volunteer mileage). 
Partners may not claim reimbursement for mileage costs associated with transporting 
a client to or from a DES local office. 
 
Q30.  In a scenario where an organization opens its doors specifically for SNAP not 
during regular hours of operation, yet clients no-show appointments or the 
organization doesn’t receive walk-ins, how would the partner bill time for SNAP? 
 
A30.  If the partner’s only reason to be there after-hours is to work SNAP applications, 
then the partner can bill that time to the Partnership.  It is not reasonable to disallow 
that time due to a client’s failure to show for an appointment.  It also would not be 
reasonable to disallow the time for a Partner who advertises after-hours services but 
has some nights or weekends when there are no walk-ins.  The partner would still 
need to be there during advertised hours to take care of clients coming in. 
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Q31.  I heard that clients need to get their fingerprints taken when they get SNAP.  Is 
that true? 
 
A31.  No.  Finger imaging, a past participation requirement, is no longer required for 
participation in SNAP.  Clients do NOT need to go to a DES local office or other facility 
to have their fingerprints taken for SNAP participation. 
 
Q32.  Are people with disqualifying felony drug convictions still banned from SNAP for 
life? 
 
A32.  No.  A person who is convicted of a felony offense which has as an element of 
the offense “the use or possession of a controlled substance”, may be eligible for 
SNAP in Arizona if the person agrees to random drug testing and meets (and can 
verify) at least one of the following: 


• Is currently accepted in a substance abuse treatment program and is on a 
waiting list but remains enrolled in the treatment program and enters the 
program at the first available opportunity. 


• Is currently accepted for treatment and is participating in a substance abuse 
program. 


• Has successfully completed a substance abuse treatment program after the 
convicted offense. 


• Is determined by a license medical provider to no need substance abuse 
treatment. 


• When on probation for the felony drug conviction, is in compliance with the 
terms of probation. 


 
Q33: Where can I find Arizona-specific SNAP policy? 
 
A33: The DES Cash and Nutrition Assistance Policy Manual, located at: 
 
 
https://des.az.gov/services/basic-needs/family-assistance/family-assistance-policy-manual 
 


XXX 



https://des.az.gov/services/basic-needs/family-assistance/family-assistance-policy-manual
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