Good Practices Checklist



 	Contact recipient by phone to confirm appointment set by letter.  

 	When confirming or setting up a QC interview appointment get request preliminary information such as collateral, employer, and the landlord name and address.

 	Send appointment by e-mail also when there is an e-address.  Request receipt and read acknowledgements for the e-mail.

 	If household fails to appear for the first interview, request that the eligibility worker (EW) send a letter requesting the household cooperate.  Ask that they also send notice by e-mail when there is an e-mail address.

 	Send second letter by certified mail.

	Make home visit when household does not respond to letter.

 	Check with Post Office for mail delivery for household.

 	Check record authorized representative and send appointment letter to that individual.

 	If State has on-line or interactive cases, check to see if the household has established an account and if they have a contact number or address.

 	Create tracking document in QC for incomplete reviews to track recertification date.  Send new appointment letters when household has recertified.

 	QC has 115 days to complete the review.  Hold the review longer to attempt to reach the household.

 	Refer all refusals for fraud investigation.

 	Check 30-days after sanction for refusal check to see if household has contacted EW.

 	Check Work Number for any adults that have been out of work for a year or longer and have no income.  There may be new information for contact and/or employers.

 	Explore NSTR for all homeless households if they fail to cooperate.

 	Check for additional information in Medicaid cases or Child Care cases.

 	Check with schools when there are school age children.

 	Check the location where EBT benefits are being used.  It could give you information to start to establish not subject to review.

 	If household members were born out of State check with that State a new address.

 	Check with the Post Office when the household does not cooperate or fails to cooperate.

 	If the household has a recertification in the 60-days following the SM keep in contact with EW to see if the household has an interview scheduled for a redetermination of eligibility.

 	Check social media for information on household.

 	If household has had a history of incarceration, check with to see if a member is incarcerated.

 	Use likely conclusion as outlined in an attempt to complete using likely conclusion (only after all steps have been taken as outlined in regulations and handbook 442.2 and 442.3).

 	Have peer review of QC review that is incomplete.  Discuss incomplete reviews in unit meetings/trainings.

 	Invest in Work Number/TALX.

 	Use People Search, 411, Spokedo, and other search engines for household locations and phone numbers.

 	Check SSA records for additional payees, representatives, and addresses.

 	Check with adjoining States for possible duplicate participation.

 	Request that FNS contact the household and request cooperation with QC.

 	When household members moved from another State a check with the previous State could show the household has moved out of the project area.

 	Check DMV and property records for additional addresses.

 	Have QC roundtable discussion before disposing of review as incomplete.

[bookmark: _GoBack] 	Check files for possible verifications if the household has been recertified after dropping the review.

 	Set a tickler every 60 or 90 days during the fiscal year to check the system for new information on household whose reviews were disposed of as incomplete.

 	Ask the FNS to hold periodic calls to discuss successes in completing reviews.

· Equip SQCRs with phones with cameras.  The phone can be used to photograph documentation if the interview is in a location other than the local office.  Use phone to photograph check stubs, bills, receipts, and bank accounts.

	Report the case to the eligibility worker for administrative action when they fail to cooperate.  This may include termination due to loss of contact between the State agency and the household.

	Check with neighbors. 

	Use communication mode that is best for recipient.  This may be phone, texting, e-mail or other communication suggested by recipient. 





Additional State QC and Administrative Cooperation



 	Create and use posters in local offices explaining about QC.

 	Create pamphlet to give or mail to households at the time of certification explaining about QC function.

 	Open dialogue with local offices about the role of QC and the requirement that households cooperate.  Provide training to local offices as needed.

 	Ask State policy to have EWs explain management on all cases with no income for 6 months or longer.

 	Ask EWs to document the names and addresses of landlord and dependent care providers even if the State opts not to verify shelter and dependent care expenses.

 	If EW has phone interview guide ask that they add a reminder to discuss QC functions during the phone interview.
