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Discussion/interpretation: The process for acting on a change of employment is 
being revised. This policy change is being made in order to support TANF families 
transitioning off TANF when working and reduce the impact it has on eligibility of SNAP 
TBA benefits. 
  
The current closure process of requiring proof of gross income can have a negative 
impact on families. When a TANF participant reports that they have started working, 
they are pended for proof of their gross income received on their first check. When 
income verification is received, TANF benefits are closed and SNAP benefits are 
converted to TBA. If income verification is not received timely, the TANF case is closed 
for failure to return the pended items and they do not receive TBA benefits. 
 
In order to address this issue, a new closure process that allows for prospectively 
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looking at the new income reported, goes into effect July 1, 2015. The new process 
allows for eligibility workers to take recipients statement of gross wages and close 
TANF benefits for the end of the month after their first check is received. This allows 
for TANF recipients who have reported their job timely to receive enough TANF 
benefits to support their transition to employment while allowing TBA SNAP benefits. In 
situations where reported income or eligibility is still unclear, verification of employment 
must still be received. 
 
Examples: 
 

1) Jane is receiving TANF for herself and one child. She reports that she has a new 
job starting on December 5 at ABC Company and she is working 20 hours per 
week at $15 per hour. Her first pay check will be received December 20. Jane 
will be over the TANF income standard. Close TANF effective 1/31, convert 
SNAP to TBA for 2/1 (SNAP-G.11) and send a timely benefit decision notice.  

 
2) Peter is receiving TANF and reports that he has a new job on December 15. He 

does not report any specific information regarding this job. Pend Peter, using a 
DHS 210A for his weekly work hours, hourly wage and verification of the gross 
income received. The due date will be January 15. Peter submits his first pay 
stub on January 5, verifying his hourly rate and weekly hours. Based off his 
prospective income of $10 X 40 hours per week, he is over the countable and 
adjusted income tests for TANF. Close Peter’s case effective the end of the 
month, giving timely notice and convert SNAP to TBA. 

 
Implementation/transition instructions: 
 
When a TANF client reports a change in employment, the worker must: 

• Identify information received and determine if the employment will be ongoing; 

• Determine if pay verification will be needed:  

1)  No pend needed if weekly work hours, hourly wage and date of first paycheck 
are reported and will place family over the TANF Income Limit. 

2)  Send a DHS 210A to pend for verification if you do not have weekly hours, 
hourly wage, date of first pay to make a prospective TANF eligibility decision. 

a) If pended items are received, determine the prospective ongoing income. 
Close or reduce benefits as appropriate giving timely notice; 

b) If pended items are not received, send timely notice to close TANF 
benefits for failure to provide requested verification. 

 
Verification of work hours is still required for a WO step and JPI eligibility. Staff can 
utilize the Work Hours Verification (DHS 7846) in addition to pay stubs, to receive proof 
of hours worked.  

https://apps.state.or.us/cf1/DHSforms/Forms/Served/de0210a.pdf
https://apps.state.or.us/cf1/DHSforms/Forms/Served/de0210a.pdf
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Verification of income is still required for ERDC families transitioning from TANF. A first 
pay stub can be used if hours are representative of ongoing otherwise a letter from the 
employer or a conversation with the employer verifying anticipated hours, pay dates 
and rate of pay should be used.  
 
Implementation/transition instructions: None 
 
Training/communication plan:   
This change to the FSM TANF Chapter Section K.8 includes policy examples for 
guidance of field processes. Managers and their leadership teams need to review 
policy change with staff. This PT will serve as the communication method. The Training 
Unit’s materials will be updated.  
 
Local/branch action required:  None  
 
Central office action required: Update FSM; TANF-K.8 Change in Income. 
 
Field/stakeholder review:  Yes   No 

If yes, reviewed by:       
 
Filing Instructions:       
 
 
If you have any questions about this policy, contact: 

Contact(s): Sara Mills, TANF Policy 
Jennifer Bell, TANF Policy 

Phone: 503-945-6078 
503-945-6128 

Fax:       

E-mail: TANF.Policy@dhsoha.state.or.us 

 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-011-fsm.pdf
mailto:TANF.Policy@dhsoha.state.or.us

