P-2201 APPLICATION (continued)

P-2201A Application Process

The application process begins when the household files a complete ESD 202 for
Reach Up benefits. (Reach Up rule 2210) Households must complete the
following actions as part of the application process:

e submit and complete the ESD 202,
e an interview (Reach Up rule 2211.2), and
e verify all required information (Reach Up rule 2211.3).

Deny the application if the household refuses to cooperate with any of these
actions.

Filing and Completing the Application

The application process begins when the household submits an ESD 202 for
Reach Up benefits with, at a minimum, the:

e name,
e address, and
e signature (Reach Up rule 2210)

Note: Electronic signatures through online applications are
acceptable. Applications signed by a “mark” must also have the signature of a
witness.

Return incomplete ESD 202s to the household for completion. Obtain any other
missing information needed to complete the application during the interview.

The ESD 202 may be submitted:
e In-person,

e By mail,

e By fax, or

e Online electronic application.

Encourage households to maintain the same head of household if benefits have
closed and are reopening with the same household members.

Online Application



Provide households who file their ESD 202 online at a district office:

e An opportunity to review the electronic ESD 202, and
e A copy of the information submitted on the electronic application if
requested by the applicant.

Application Date
Online and Fax Submission

If the ESD 202 is submitted during normal work hours, use that date as the
application date.

If the ESD 202 is submitted after hours, weekends or holidays, use the next
business day as the application date.

Interviews are not required to be completed on the application date. Accept ESD
202s with only the minimum requirements and record the date accepted as the
application date.

ACCESS Entry of the Application

Enter the application on the date it is received. Use the program identified under
the Household Information section of the ESD 202 if the requested program isn’t
marked on page one.

Review PERS/D/HIST to see if the household members are known to ACCESS.
Withdrawal of the Application

Households may withdraw their application at any time before their eligibility is
determined. BPS must:

e Contact the household to confirm the withdrawal,

e CATN:
o the contact with the household, and
o the reason for withdrawal, and

e Send an ESD 220, Notice of Decision to the household to advise:
o the application was denied due to the withdrawal request, and
o0 the household may reapply.



Joint Applications for Agency Programs

Households may use the same application and apply at the same time for Reach
Up and other ESD programs, such as 3SquaresVT.

Complete a single interview for households jointly applying.

Process Reach Up benefits following the required Reach Up rules and
timeframes. Do not delay processing Reach Up because the other program is
pending.

Households are not required to file another application for Reach Up when their

application for the other program is denied. Reach Up cannot be denied solely
because the other program’s application was denied.

BPS Support
Incomplete Applications

See SOPs 2100 and 2110A for more information.

Entering Application in ACCESS on the APPL Screen
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On APPL C

e enter “Y” for any program applied for; and
e enter the new date of application in the field under each program name.


http://intra.dcf.state.vt.us/esd/programs/all-programs/sops/appl-rcvd-in-adpc/view
http://intra.dcf.state.vt.us/esd/programs/all-programs/sops/ap-2110a-required-signatures-on-the-202-application/view

Hit Enter and update the ADDR panel
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PERIOD:

For each Household Member:

e enter “X” for any program applying for, and enter “X if no program is being
applied for;
e enter appropriate Member Code
o 02 for participating adults (05 is no longer entered by Eligibility)
o 06 for children
o0 16 for Unborn children (parent applying in last 30-90 days of
pregnancy)



If any household member information is not included update it on their MEMB
panel.

For Participating Parents:

Enter Member Code 02




Enter Reach Up Participation of “P”




Enter Work Ready Code of “AP”






