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Summary of Changes

The DCO-191 is an optional form to be used with the combined application (DCO-180P).
This form may not be used to assign appointments for an interview.

Issuance
This form will be distributed to each county office as the ANSWER system is implemented in that

county. It will also be available on DHS Gold. Although you may download and print the form from
DHS Gold, it will not be an interactive form. You must complete the form manually.

Inquiries to: Betty Helmbeck, Food Stamp Section, (501) 682-8284
(betty.helmbeck@mail state.ar.us)



ARKANSAS DEPARTMENT OF HUMAN SERVICES
REQUEST FOR INFORMATION - MEDICAID, FOOD STAMP AND TEA PROGRAMS

APPLICANT'S NAME & ADDRESS APPLICANT'S SSN

COUNTY DFFICE ADDRESS & PHONE R

You must provide the following information so that we may process your application for: QO TEA [ Medicaid
Q Food Stamps - Initial Timely Subsequent Untimely Subsequent

ADDRESS { RESIDENCE / IDENTITY
We need this information for the LITEA PROGRAM CIMEDICAID PROGRAM LIFO0D STAMP PROGRAM
O  Verification of residence

3  Verification of identity for

HOUSEHOI_.D INFORMATION
We need this information for the LITEA PROGRAM LOIMEDICAID PROGRAM LIFO0D STAMP PROGRAM
O  Verification that purchass

their food and prepare their meals separate from other household members.
0  Proof of citizenship for
0O  Social security numbers for
0  Birth certificates for

0O Other-

RESOURCES

We need this information forthe  [JTEA PROGRAM LIMEDICAID PROGRAM LJFOOD STAMP PROGRAM
O  Verification of bank account at {Name of bank}
O  Verfication of bank account at (Name of bank}
O  Verification of ownership and value of real property located at

O  Title or vehicle registration for the following vehicle:

O  Proof of current amount owed on the following vehicle:

O  Other-

INCOME

We need this information forthe ~ LJTEA PROGRAM LIMEDICAID PROGRAM LIFO0OD STAMP PROGRAM
0O  Verification of 's income from

O  Verification of 's income from

B Verification of 's income from

0  Other-

EXPENSES

We need this information for the UTEA PROGRAM LIMEDICAID PROGRAM LIFOOD STAMP PROGRAM
0  Verfication of cument medical expenses for

Q0  Verification of unpaid medical expenses for for the months &

0 Verification of the following shelter costs: (___rent) {___ mortgage payment) ( real estateltaxes on youn" residence)
{ insurance on your residence) ( natural gas, butane or other heating or cooking fuel) ( electricity)
{ water and sewer) ( garbage and trash collection) { telephane) ( other )

0 Verification of child support payments made by during the period beginning
and ending ,

0 Verification of dependent care payments to for the care of
Other Information
We neéd this information for the LTEA PROGRAM LIMEDICAID PROGRAM LIFo0D STAMP PROGRAM
1)
2)
THIS INFORMATION MUST BE PROVIDED ON OR BEFORE FOR YOUR MEDICAID APPLICATION, ON OR BEFORE

FOR YOUR FOOD STAMP APPLICATION AND ON OR BEFORE FOR YOUR TEA APPLICATION.

IF THIS INFORMATION IS NOT PROVIDED BY THIS DATE, YOUR APPLICATION (S) MAY BE DENIED. (SEE THE BACK OF THIS FORM.)

WORKER NAME TELEPHONE NUMBER
DCO-191 (Rev. 09/00) :
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PROVIDING INFORMATION
The information checked on the other side of this form is needed to continue processing your application. You are responsible for providing this
information, and you are expected to cooperate with the worker's request to provide it,

How Long witl it Take to Process my Applications?

Your applications must be processed within state and federally established time frames.
+ in the TEA Program, applications must be processed within 30 days.

+  Inthe Medicaid Program, applications must be processed within 45 days unless a disability determination is involved in the application process.
If a disability determination is involved, the Medicaid application must be processed within 90 days.

+ Inthe Food Stamp Program, there are two types of applications - initial applications and subsequent applications. SEE THE FRONT OF THIS FORM
TO DETERMINE WHAT TYPE OF APPLICATION YOU SUBMITTED. An initial application is one submitted by a household that has never before received
food stamp benefits or by a household that was not currently participating in the Food Stamp Program at the time of application. Initial
applications must be processed within 30 days of the date of application. A subsequent application is an application submitted by a household
that is currently participating in the Food Stamp Program. Usually, a subsequent applications is submitted by a household in the last month that
household is certified to receive food stamp benefits. A subsequent application filed before the 15% day of the last month of certification is
timely filed. A subsequent application filed after the 15% day of the last month of cerfification is untimely filed. (An application submitted by a
househotd certified for one or two months must be submitted within 15 days of the date of application approval to be considered timely.)

Special Information for Food Stamp Applicants

+ If you filed an initial application, you have 30 days from the date of application to provide the needed information. If you do so and the worker
finds that you are eligible fo receive food stamp benefits, we will authorize benefits for your household back fo the date of application.

* If you filed a timely subsequent appiication, you have unfil the last date of the month in which you reapplied to provide information. (NOTE: If
you were certified for one or two months and submitted a timely subsequent application, you must provide information within 30 days of date
your last application was approved.} If you provide benefits before the specified deadline and the worker finds that you are eligible fo receive
food stamp benefits, you will continue fo receive your benefits without inferruption.

*+  Ifyou filed an untimely subsequent application, you have 30 days from the date of application fo provide the needed information. If you do, you
will receive benefits without interruption. However, your benefits may become available after your normal date of availability.

Are You Having Trouble Getting This Information?

if you cannot get the information you need or if you have trouble getiing it before the date shown on the other side of this form, let your worker know
as soon as possible. If you are having trouble getting the needed information and you contact your worker before the deadline date, your worker
may be able to help you get the information.

Special Information for TEA and Medicaid Applicants
If you have applied for TEA and/or Medicaid, your worker may be able to allow extra time for you to get this information. You must contact the
worker to request this extension.

What Will Happen if | Don’t Provide This information?

If you don't provide the information requested to establish your eligibifity for TEA benefits, your application may be denied. if you don't provide the
information requested to establish your eligibility for Medicaid, your application may be denied. If you don't provide the information requested to

establish your efigibility for food stamp benefits, your application may be denied. (/n the Food Stamp Program, if you fail to provide venification of a

deductible expense, we will not deny the application based solely on your failure fo provide this information. Instead, the expense will be disallowed
when we determine your household's elfigibility and benefit level.)

What if | am not Satisfied With the Action You Take on my Applications?

You or your representative may request an Administrative Hearing if you are not satisfied with the action taken on any of your applications or if no
action js taken on your application within a reasonable period of time. A reasonable period of time will be 30 days for TEA and food stamp
applications or about 45 days for non-disabillty related Medicaid applications. To file for a hearing, you or your representative may complete an
Appeal for Hearing (form DHS-1200) and submit it to the county office or send it directly to the address shown below. You may obtain the form at
the DHS County Office. You may also send a letter explaining your problem directly to the address shown below. Requests for TEA and Medicaid
appeals must be submitted in writing. However, you may request Food Stamp Program appeals by telephone.

ARKANSAS DEPARTMENT OF HUMAN SERVICES
Attention: Appeals and Hearings
P.0.Box 1437
Little Rock, AR 72203
{501) 682-8622
TDD for Hearing Impaired — 1-800-285-1131
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REQUEST FOR INFORMATION
DCO-191

INSTRUCTIONS FOR COMPLETION

Purpose

Use the DCO-191 to request necessary information from an applicant when the ANSWER system is used to process an application for Medicaid,
food stamp, or TEA benefits,

NOTE: The DCO-191is a request for information only. If the application (Medicaid, Food Stamps or TEA) is denied for failure to provide any of
the requested information, an official denial notice will be sent to notify the applicant of the denial.
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Completion

1. Enter the following information:

+  Applicant's name, address and sccial security number (SSN).

+  Type of application — Check all applicable types - TEA, Medicaid or Food Stamps. If the household is making application for food stamp
benefils, indicate whether the application is ctassified as an initial application, a timely subsequent application or an untimely subsequent
application.

+  County office address and telephone number - You may use a stamp or fabels.

2, Indicate what information the applicant must provide by checking the appropriate boxes and writing in a description of the needed information.
Be sure to indicate the program (or programs) for which this information is needed.

3. Enter the date by which the information must be provided. If applicant has applied for benefits in more than one program, enter the date by
which information must be provided for each program.

4. Sign and date the form.
Routing/Retention
Give or send the original DCO-191 to the applicant.

if the DCO-191 requests only information needed to determine information for the TEA and/or Medicaid Programs, the form may be discarded when
all the needed information is received.

if the form requests information for the Food Stamp Program or if all of the information requested for either the TEA or the Medicaid Program is not
returned, retain a copy of the form in the case record for three years from the month of origin.
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