2220.00.00  PROCESSING CHANGES

Individuals are given 10 days to report the change, 13 days to verify the change, and if the action
is negative, 10 days (plus three days for mail delivery) timely notice of adverse action. If the
individual is doing all that he can to cooperate in verifying the information but is unable to do so,
an extension may be granted or the DFR may accept the responsibility of verifying the
information.

Document the reason for any extension in Case Notes. In either instance, if the individual and
the worker are unable to adequately verify the information within a reasonable time, the worker
is to use the best available information to process the change and document in Case Notes.

When it becomes necessary to take adverse action (that is, reduce the benefit level) on an AG,
there must be time to give advance notice of the adverse action. This is referred to as timely
notice. The time period is 13 calendar days for all programs. Refer to IHCPPM 1610.50.00 for
pregnancy-related processing.
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