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Prior to taking any of the actions described above, the Worker must determine 
whether or not the client is able to cooperate.  If he is able, but has not complied, 
the appropriate action described above is taken.  If not, the Worker must assist 
the client in obtaining the required information. 
 

F. APPLICANT RECEIVES BENEFITS FROM ANOTHER STATE 
 

When an applicant states that he is or has been receiving SNAP benefits, cash 
assistance and/or Medicaid from another state and presents a letter which shows 
the last date for which he received benefits, contact with the other state is usually 
necessary only to inquire about repayment of benefits in that state, if the issue is 
not addressed in the letter.  However, if cash assistance is involved, a contact is 
also necessary to determine the amount and the number of months received.  
The Worker must obtain the following information by telephone from the other 
state.  The American Public Human Services Association (APHSA) Directory 
contains current telephone numbers.  This information may also be found on 
state web sites on the internet. 

 
- Date on which the client last received or will receive his last benefits 
 
- Effective date of the termination of benefits 
  

NOTE:  The effective date of benefit closure in West Virginia is the month 
for which the client last received benefits.  This may not be true in other 
states. 

 
- The individuals included in the benefit 
 
- Whether or not any of the client's last benefits were returned to the agency 
 
- For WV WORKS cases: the Worker must determine how many months the 

client received TANF payments in the other state. 
 

- For SNAP cases that contain ABAWDs:  the Worker must contact the other 
state to determine and record how many months of his 3-month limit without 
meeting the work requirement he has used since the start of the 36-month 
period in West Virginia. 

 
NOTE:  States had until July, 1997 to convert from AFDC/U to a TANF-
funded program.  Therefore, for benefits received prior to 7/97, the Worker 
must also determine how many months of the cash assistance payments 
were funded under TANF.  Appendix C contains information about when 
other states converted to TANF funding.  
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NOTE: Counting months for which benefits were prorated toward the 3-
month limit, is an option for each state.  If the client’s previous state of 
residence includes a month of prorated benefits, the Worker asks only for 
the number of whole months of receipt.  Therefore, regardless of the option 
chosen by the other state, the Worker must not count a prorated month. 
  

- Whether or not the client owes a repayment to any Program  
 

Each Program has specific requirements related to receipt of benefits from other 
states.  Refer to Date of Application under each Program section below. 

 
G.  CONTINUATION OF THE CASE NUMBER AND TRANSFER OF A CLOSED 

CASE 
 

Prior to data system entry for disposition of another application, the Worker must 
determine if there is an existing case number for the client.  
 
When an existing case number is found in another county, the Worker must 
request immediate data system transfer to the client's new county of residence.  
The case record must be mailed to the new county of residence within 10 
working days.  The request may be accomplished by memorandum, electronic 
mail release or by telephone.  

 
H. WHEN APPLICATION IS MADE OR RECEIVED IN THE INCORRECT COUNTY 

OFFICE 
 

 1. Applications Made In Person Or By Mail 
 

The following procedures are used when an applicant mails or makes his 
application in the office of a county in which he does not reside. 

  
- When a mail-in application is received in the incorrect county office, 

it must be mailed to the correct county office the same day it is 
received.  In addition, the correct county office must be notified the 
same day by electronic mail that the form is being mailed. 

 
- If the client visits the incorrect office to apply, the application must 

be accepted and an intake interview completed.  The Worker must 
complete a system transfer to the correct county office on the date 
the application is made.  The correct county office must be notified 
by electronic mail that the case is being transferred.  The client 
must be informed of additional requirements he may have to 
complete in the correct county. 
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- If the client telephones the incorrect office, the Worker must give 

him the address and telephone number of the appropriate office.  If 
he requests an application be mailed to him and does not choose to 
contact the appropriate office to have this done, one is mailed to 
him from the contact office, along with instructions to return it to the 
address of the correct county office.  The Worker must notify the 
other office, by electronic mail, so the county may add the client's 
name to the application register.  If the client, after explanation of 
the available Programs, wants to apply for SNAP benefits, the 
contact county screens for Expedited Service eligibility, explains 
this to the client and notifies the correct county office that this was 
done.  Expedited benefits are issued by the county of residence. 
 

- within prescribed time limits, based on the date of application 
established by the contact office. 

 
2. Applications Submitted By Use Of inROADS 
 

When an applicant submits his application by inROADS to a county in 
which he does not reside the Worker must transfer the RFA to the proper 
dashboard. 

  
3. Applications Made In Person Or By Mail Initiated From The SSA’s Low 

Income Subsidy (LIS)/Medicare Premium Assistance (MPA) Data 
Exchange  

 
The SSA exchanges LIS data files with the Department to process the LIS 
applicant’s request for MPA.  The client files are considered applications 
for MPA.  eRAPIDS issues the DFA-QSQ-1 to these potential recipients of 
MPA.  If the MPA applicant has had no case in eRAPIDS in the last 30 
days, eRAPIDS designates a sending county based on the applicant’s 
address in the LIS file.  When the designated county is not the county of 
the client’s residence, but the DFA-QSQ-1 is returned to the 
sending/incorrect county, that county is responsible for processing the 
DFA-QSQ-1 and responding to all applicant inquiries related to the 
application until an eligibility decision is determined.  When application 
processing is complete, the case is transferred to the correct county, the 
DFA-QSQ-1 is forwarded, and the receiving county is notified 
electronically of the transfer. 
 
NOTE:  Differences in the processing of the DFA-QSQ-1 applications 
initiated from the SSA’s LIS/MPA data exchange are found in Section 
1.15.  
 

 
 




