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Office of Self Sufficiency Programs 

Action Request 
Transmittal 

 

Belit Burke, Self Sufficiency Programs 
Design Administrator  

 

 
Number: SS-AR-17-003 

Authorized signature  Issue date: 09/15/2017 
 
Topic: Cash Payments Due date: 09/15/2017 
 
Subject: Date for Request; How to establish a filing date; Application processing time  

frames; Interview Requirements  
 
Applies to (check all that apply): 

 All DHS employees  County Mental Health Directors 
 Area Agencies on Aging  Health Services 
 Aging and People with Disabilities   Office of Developmental 

Disabilities Services(ODDS)  Self Sufficiency Programs 
 County DD Program Managers  ODDS Children’s Intensive  

In Home Services  ODDS Children’s  
Residential Services 

 

 Stabilization and Crisis Unit (SACU) 
 Child Welfare Programs  Other (please specify):       

 

Action required:  
Please review the following changes to the TANF program for date of request, 
establishing a filing date, required interview.  
 
Date of Request  
Effective October 1, 2017, the TANF program will no longer use the date of request to 
determine the application processing time frames. The TANF program will follow the 
SNAP program and use the filing date to begin the application processing time frame, 
and to set the potential start date for program benefits.  
 
All staff need to understand the importance of establishing a filing date for both SNAP 
and TANF, as a delay in establishing a filing date could result in decreased benefits.   
 

Example:  
 

Maria goes to her local SSP office and asks for an application for food and cash 
benefits for her family. The front desk staff encourages Maria to submit her filing 
page before leaving the office. They explain that this will set her filing date, and 
may make a difference in when her benefits would begin. Maria chose to 
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complete her filing page that day, establishing her filing date. She was also able 
to get an appointment for the following day.  

 
Establishing a Filing Date  
The TANF filing date is established on the date a signed application for TANF benefits 
(including the applicant’s name, address and signature) is received by the department. 
If the request is received after business hours, on a weekend or a holiday, the filing 
date will be the next working day. When requests for TANF are made during the CAPI 
interview, the filing date is not established until the DHS 7882 is completed, dated, and 
signed by the applicant.  
 

Example:  
 

James applies for his daughter Elaine on 8/25. He reports he just lost his job, 
and his final pay is $1200.00. Due to the income amount, the worker denies 
TANF for August and explains to James how to establish a filing date for the 
month of September. The worker explains that the same application can be 
used, or a new filing page can be completed and mailed, faxed, emailed or 
brought into the office. Only once it is received by the Department can a filing 
date be established. They agree to set up a new appointment for 9/5 to complete 
the application process for September benefits. James chooses to fax his filing 
page to the office on 9/1, establishing his filing date for September, and attends 
his interview on 9/5.  

 
Establishing a Filing Date for TANF When Ineligible in the Initial Month 
In order to determine eligibility, a new filing date must be established. A filing date 
cannot be established by the worker. Applicants will need to understand how to 
establish a filing date on the first business day of the second month. This can be done 
in many ways: mail, email, fax, in person, etc. The filing date begins the application 
processing timeframe, and will set the potential start date for program benefits.  

 
Example:  
 

Darla and her husband, David, apply for TANF benefits for their family on 8/31. 
Darla was just laid off from her full time job, and her final pay for the month of 
August was $2200. The worker provides a denial notice for the TANF request, 
explains how to establish a filing date in the month of September and gives the 
family a copy of their filing page from their current application. Darla chooses to 
bring her filing page into the office on 9/6 and attends an interview the same day. 
The worker begins benefits effective 9/6, the filing date for September.  
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Required Interview 
 
TANF applicants are required to attend a face to face interview at initial application and 
at least once every 12 months. When an applicant is denied in the initial month, and 
establishes a filing date in the second month, the face to face portion of the interview 
can be waived if the initial face to face interview was held within the last 10 calendar 
days. This does not waive the requirement to have an interview; it allows some 
leniency for the face to face portion.  
 
Please review the following changes to the TANF and TA-DVS Programs for 
application time frames:  
 
Application Time Frames  
 
For TA-DVS and TANF, the applicant has up to 30 days from the filing date to 
complete the application process. The application process is completed when the 
applicant fills out and signs the application form, has a face-to-face interview, and 
provides the necessary information and verification to determine eligibility.  
 
The 30-day limit may be extended up to the 45th day when one of the following is true:  

 Circumstances exist beyond the control of either the applicant or the 
branch to complete the process;  

 Information needed to determine eligibility is expected to be received after 
the 30-day limit, but before the 45th day, and the applicant has no control 
over delivery;  

 The applicant requests a hearing before the 30-day time frame has ended.  

 
 

Field/stakeholder review:  Yes   No 

If yes, reviewed by:       
 
If you have any questions about this action request, contact: 

Contact(s): TANF Policy 
TA-DVS Policy 

Phone: (503)945-6078 Fax:  

Email: Tanf.policy@dhsoha.state.or.us 
TADVS.Policy@dhsoha.state.or.us  
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