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The purpose of this transmittal is to combine all current information and provide
additional guidance associated with the usage of “The Work Number” (TWN) for the
determination of eligibility for Food Assistance (FA), Temporary Cash Assistance (TCA),
Refugee Assistance Program (RAP), and Medicaid.

This transmittal obsoletes prior TWN transmittals (1-24-10-0024, 1-24-05-0014, and |-24-
03-0009).

Background

FA, TCA, and RAP have historically used TWN to electronically verify earnings. As of
October 2024, the Department stopped using the Federal Data Services Hub (FDSH)
for income verification for the Medicaid Program and now receive income verification
directly from TWN.

To streamline the income verification process, the FLORIDA and Worker Portal systems
are automatically updated with income information from TWN for applications, renewals,
or additional benefit requests submitted through the Self-Service Portal (SSP).

TWN information is used to determine income levels, pay frequency and to look for
potential unreported and under-reported earnings. TWN Income Verification may be
completed electronically and displayed in the Worker Portal or manually through TWN
Portal. Information obtained from either the electronic “View Verification Summary”
and/or TWN Portal is considered verified upon receipt for all programs.

Medicaid

Staff no longer see FDSH as an income verification source for Medicaid in the Worker
Portal. The converted Medicaid response posts in the “Verification Details” section
under the “Earned Income Verification” header for the Medicaid field when TWN
electronic verification has been completed.

FA, TCA and RAP

The electronic “Earned Income Verification” details section will display the income in
separate boxes for the applicable program. Additionally, no changes have been made to
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the Real Time Eligibility, Time-Saving Innovation Process (TIP) or Reasonable
Compatibility processes.

TWN Electronic Income Verification

TWN information is used to determine income levels, pay frequency and to look for
potential unreported and under-reported earnings. Information obtained from either the
electronic “View Verification Summary” and/or TWN Portal is considered verified upon
receipt for all programs.

Income information is received electronically from the TWN for individuals age 18 and
older who are applying for FA, Medicaid, TCA, or RAP. This information can be
accessed by clicking on the “View Verification Summary” within the Worker Portal. The
“Earned Income Verification” section will display income details for each individual, if the
information was confirmed electronically by TWN.

TWN Electronic Verification Reminders

e Staff must ensure the individual’s name reported on the application matches the
name verified from TWN and in FLORIDA.

e Staff must ensure the amounts verified on the Verification Details page within the
Worker Portal match the amounts in FLORIDA.

e Staff may use the “Employment End Date” as verification of the termination of
employment directly from the employer.

o Staff will not have to upload TWN verification into the Document Management
section of the Worker Portal if the information is available on the individual’s
Verification Details section. Print to PDF is not necessary for income information
within the individual’s Verification Summary.

e |If the customer provided the most recent proof of earned income, use what the
customer provided.

e Document case notes with the source of income verification used.

e |If the “Earned Income Verification” detail displays the “No Match” message for
Employment Income and the “Source” is listed as TWN, staff do not need to
manually search for employment in TWN as the initial search attempt did not find
any results for that individual.

e If the “Earned Income Verification” details display the “N/A” message for both the
“‘Employment Income” and “Source” headers, staff must pend the customer for
verification of earned income.

e If the “Earned Income Verification” details already exist for the individual do not
manually request this information again via TWN Portal. This includes
applications processed untimely.
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TWN Manual Income Verification

Staff must manually check the TWN Portal in the following situations:
e A paper application was submitted.
e There is no valid SSN or an incorrect SSN was provided.
e The “Earned Income Verification” details displays a “Technical Error” message
for “Source” TWN.
e Reported changes in employment and/or income.

TWN Manual Income Verification Reminders

e Do not manually request TWN if the earned income is already displayed on the
Verification Details page. This includes applications processed untimely.

e |f staff do not have direct access to the portal, they must follow regional
procedures for making requests for manual verification from TWN.

e Initiate TWN when the customer is reporting employment that differs from what is
displayed on the Earned Income Verification drop-downs or for reports of loss of
income or a new income source.

e Not all employers report earnings to the TWN. Therefore, staff cannot assume
the lack of verification from TWN means income reported on an
application/additional request for benefits or recertification does not exist. Staff
must pend for verification.

e If the individual(s) reports earnings on an application or renewal and the TWN
electronic data source shows no income, staff must pend for verification.

e Verification pulled manually from TWN Portal must be uploaded into Document
Management section of the Worker Portal.

FLORIDA Instructions

When income from TWN is used, staff must update the Employment Information (AFEI)
screen on FLORIDA with specific verification codes in the “VR” field for the income
amounts.

Use code: When:
El Income was reported and/or under-reported by the customer, and
verified through The Work Number
ER Income was not reported, and was verified through The Work
Number

Other Acceptable Forms of Earned Income Verification

All income reported on the application or during the interview must be verified at
application, renewals, and additional benefit requests unless otherwise specified.
Acceptable forms of verification outside of TWN include, but are not limited to,
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the following:
e 1099 forms, W-2 forms, and income tax returns, including all schedules for self-
employed individuals.

e Wages receipts.
e Wages statements.
e Pay stubs.

e Employment verification form or written statements containing the required
information signed by the employer.

e Collateral contact with the employer.
e Work calendar (for tips and daily cash payments).

Staff must verify four consecutive weeks of income, unless it's a new employer/job, for
all applications, renewals, and additional benefit requests. Acceptable verification
includes four weeks prior to the date of application up to the date of disposition.

General Reminder

Any document used to verify income must be uploaded into Document Management
section of the Worker Portal, unless income was verified through TWN Electronic
Income Verification.

Regional Program Offices with policy questions related to this transmittal should submit
them through the Policy Technical Assistance Request page. Systems related questions
should be directed to LaQuetta Anderson at LaQuetta.Anderson@ myflfamilies.com.

cc: Assistant Secretary for Economic Self Sufficiency (Bridget Royster)
Assistant Secretary for Office of Child and Family Well-Being (Brooke Bass)
Assistant Secretary for Office of Community Services (Jonathan Stephens)
Assistant Secretary for Office of Substance Abuse and Mental Health (vacant)
Deputy Assistant Secretary for Regional Operations (Doane Rohr)
Deputy Assistant Secretary for Programs (Jamie Dattoli)
Director of Operations (Terri Lynch)
Regional ESS Directors
Business Operations (Laura Kirksey)
Customer Experience (Nichole Solomon)
Data and Information Technology (Chris Presnell)
Enterprise Support (Mark Miller)
ESS Programs and Policy (Tera Bivens)
FLORIDA Help Desk (Natarsha Peacock)
Information Technology (Andrea Latham)
Office of Appeal Hearings (Karina Sarmiento)
Office of Communications (Morgan Jones)
Office of the General Counsel (Shawn Belcher)
Public Benefits Integrity (Sheri Hall)
Strategic Programs and Innovation (Heather DeFrancisco)
AHCA (Ann Dalton, Devona Pickle, Paula James, Mia Harden, Jennifer Giddens)
Florida Healthy Kids (Suzetta Furlong)
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