
Yesterday begins our 
Tomorrow



Over the years, SNAP has built strong 
roots grounded in 
history and experience. Along the way, 
we have embraced change, 
strengthened our 
processes, and continued to grow. As 
we look ahead, our future is filled with 
hope—especially as we focus on 
achieving and maintaining timely 
processing. Join us as we reflect on our 
SNAP journey and celebrate the 
progress that positions us for 
continued success in meeting 
timeliness goals.



Agenda

• Processing Timelines for
• Applications
• Renewals 
• Changes     
• Interim Reports

• Test Your Knowledge 
throughout this presentation

• Tips and Reminders



Application Processing Standards 

Expedited Processing = 7 Calendar Days
Non-Expedited Processing = 30 Calendar Days 
Extend Pend = 30th Calendar day
Extended Processing = 60 Calendar Days

Part II



Expedited Processing Standards

• Expedited applications must be processed within 7 calendar days 
following the date of application, provided that an interview has been 
conducted and identity has been verified. 

• SNAP benefits must be made available by the 7th calendar day following 
the date the application was filed, meaning that recipients must have an 
EBT card in hand with benefits attached by that date unless they opt for 
mail delivery instead.

Note:  You  must verify the identity of the authorized representative. 
Part 5



Screening for Expedited Service

The household must meet one of these three criteria to qualify for expedited 
services. 

• The income must be below $150 and resources below $100

• Expenses (rent, mortgage and utilities) exceed income and resources

• Migrant or Seasonal Farm Worker with little to no income or resources



Screening
Applications and late renewals must be screened for expedited processing on the 
application filing date. 

The local department staff should conduct expedited entitlement screenings for 
applicants while they are present in the office whenever possible. 

If the applicant is not present in the office, the local department must review the 
application on the day of receipt to determine eligibility for expedited service processing. 

The SNAP Hotline Flyer must be completed and sent/given to the household on the 
application filing date. 

**The Hotline Flyer became a policy requirement because of the 1991 Robertson   vs. 
Jackson lawsuit and the court order that followed.



Renewal Processing Standards
For the renewal process, the Notice of Expirations along with a SNAP 
Renewal form are to be received by the household no later than the last day 
of the month preceding the certification end month. 

The timeframe for processing renewals depends on when the renewal 
application is submitted. 

• To ensure uninterrupted benefits for the next month, renewal must be 
received on time(by the 15th) and all required verifications must be 
provided. 

• 30 days from the renewal application date when received in a timely 
manner but verifications are still pending an have not been received by the 
worker. 

• Last days of the last month of the certification period if the renewal is 
submitted early, in the month preceding the certification end month. 

• 30 days from the renewal application date when received late (month after 
the verification period end). Part 4, C



Screening for 
Expedited 
Services for Late 
Recertifications 

Late recertifications are 
recertification applications 

filed during the month after the 
certification period ends. 

For instance, if the certification 
period ends on January 31st, the 

recertification application is 
provided on February 1st; this is 

deemed a late recertification and 
requires screening for expedited 

services processing and a Hotline 
Flyer must be completed the date 

the recertification application is 
received. 



Changes Processing Standards 

The agency is required to act on new 
information within 10 days of learning of 
a change. 

In cases where a reported change 
requires a reduction, termination, or 
suspension of benefits, the worker is 
required to issue an advance notice 
within 10 calendar days, starting on the 
date the agency receives the change.

Part 14.3



Interim Report Processing 
Standards 

• For Interims returned on or by the 20th of the 6th/12th

month (or the 18th or 19th of February, as applicable), 
complete the assessment and process the case to 
facilitate timely benefits for month 7/13 for eligible 
households. 

• For Interims returned on or after the 20th of the 
6th/12th month (or the 18th or 19th of February, as 
applicable), complete the assessment within 10 
days of receipt of the interim, if no verifications 
are needed process.  BPS are encouraged to take 
prompt action to avoid case closure and delay of 
benefits.  If verifications are needed send the 
Interim Report – Request for Action to request the 
needed verifications, process once verifications 
are received.

Part 14, C



Question

When must the Hotline Flyer be 
completed?

1



A1

The Hotline flyer must be 
completed on the date the 
application is received.

 If screened incorrectly, it is a Best 
Practice to update the Hotline Flyer 
given/sent to the household to 
avoid Hotline Flyer complaints.

 If you receive a Hotline Flyer 
complaint you are mandated to take 
action on, process the application 
and complete the referral form by 
the due date and return to the 
complaint unit and your regional 
consultant.

When must the Hotline Flyer be 
completed?

Answer



Documentation

• The local agency must document 
expedited screening results for all 
applications and late recertification 
applications. 

• Methods to document the screening 
include: the Expedited Service 
Checklist, case narrative comments 
screens, or the expedited section of the 
Application for Benefits. 



Question

When should the Missed Interview 
Notice be sent?

2



When should the Missed 
Interview Notice be sent?

2Answer

The Missed Interview Notice should 
be sent immediately or as soon as 
possible after the interview has 
been missed so that you do not 
forget to send it and cause yourself 
an error.

Document in the Case Narrative 
that the interview was missed. 

If you are denying an application 
for no telephone interview being 
held, you will also need to 
document the attempts you 
made to contact the client so 
that if the application is denied 
for no interview held, you will not 
get a QC error on it.



Expedite Examples 

Let’s review some expedited application dates. What date must the 
expedited application be processed by to be considered timely?

1)  5/6/2026                     2)  8/11/2026                      3)  11/13/2026



Reminders 

When calculating the 7-calendar-day period for the expedite processing, 
the count begins on the day following the application date. 
Account for holidays and processing time before the 7th day to guarantee 
the customer’s application is processed timely. 

Check your Pending Point in Time daily to ensure timely processing. 

Prioritize your expedited applications; the earlier you initiate work on 
these, the more time you can allocate addressing issues beyond your 
control. 



Date of Discovery 

If the agency determines that a household is entitled to expedited service 
following the application date, the agency must establish eligibility and 
provide benefits within seven calendar days of the discovery date.   Counting 
begins on the discovery date, in the example below January 13th is day 1.

Note: Day 7 counts as January 19, as the discovery date (January 13) is counted as Day 1. Benefits must be available no 
later than January 19th .

Application received and screened 
as non-expedited on 1/5/2026, and 
during the interview on 1/13/2026, 
the BPS discovers the application is 
expedited; the determination must 
be made by 1/19/2026.



Date of Discovery

Enter the Date of Discovery on the Expedited SNAP and Migrant Information 
screen as required by policy. This field is only accessible for Applications 
and Late Renewals. 



Expedited but Ineligible for Application Month

15th or Earlier Applications 
• In situations where a household 

is not eligible for an allotment for 
the month of application, a 
determination of ineligibility must 
be made and a denial notice sent 
within seven days of the 
application date.

• A decision must also be made 
within seven days for the 
upcoming month. 

• The monthly allotment for the 
following month must be issued 
on the standard issuance 
schedule.  

16th or Later Applications 
• In situations where the 

household is not entitled to 
benefits for the month of 
application, the household 
must receive benefits for the 
following month, if eligible, 
within seven days of the 
application date.

• Deny first month and approve 
second month by the seventh 
day. 



Review Time 
Scenario #1

A SNAP application was submitted by the client with a date of 3/9/2026. 
The client’s income surpasses the income limit for March, but client is 
eligible for benefits starting in April and ongoing. No additional verifications 
are needed. 

By what date should the application be processed?   

When will the client receive their April benefits?  



Review Time 
Scenario #1 Answers:

By what date should the application be processed?  By the 30th day but as 
soon as possible to meet the 30 day timeliness processing.

When will the client receive their April benefits? The client will receive their 
benefits during the standard issuance cycle for April provided any 
verifications needed are received. 



Review Continued
Scenario #2
The client submitted an expedited SNAP application with a date of 3/19/2026.  The client’s income terminated prior to 
March and they are eligible for April and ongoing. The client has a postponed verification of “termination of 
employment” to provide. 

By what date should the application be processed?

When will the client receive their April benefits?



Review Continued
Scenario #2 Answers

By what date should the application be processed? By day 7 which is
3/26/2026.

When will the client receive their April benefits? Same as above by day 7, as
the application was received after the 15th of the month so you must
process March and April (the second months benefits by day 7) which will
be March 26, 2026.

The household will have to provide the postponed verifications to receive
benefits after April; that verification must be received by April 30, 2026.



Postponed Verifications 

• The local agency must postpone all 
verifications except for identity. 

• The BPS must make all reasonable efforts 
to verify the household’s residence, 
income and all other mandatory 
verifications within the expedited 
processing standards.  You do not want to 
delay benefits beyond the expedited 
processing standards solely because these 
eligibility factors have not been verified.  

Part 5.D.



Postponed Verifications from Previous Application

There is no limit to the number of times a household can be certified 
under expedited procedures, if, prior to each expedited certification, the 
household either fulfills the verification requirements that were 
postponed at the last expedited certification or is verified under normal 
processing standards since the last expedited certification. 

When the agency is aware that this is a second expedited application, the 
household will have seven days from the application date to provide the 
postponed verifications from the prior application, regardless of the time 
elapsed since the prior application. If the household fails to provide 
verifications within the seven days, the agency must process the 
reapplication according to normal processing standards. 



Handling Expedited Applications Beyond Day 7

Following Day 7 but Before Day 30

If the household is interviewed 
and/or provides identification after 
the seventh day following the 
application date, the agency has 
seven calendar days to process the 
application, starting with the date 
household provides verification. 

Day 30

In the event the household does 
not provide the requested 
information by the 30th day, the 
agency must issue the 
household a notice to extend the 
processing of the case by an 
additional 30 days. 



Failure to Provide Postponed Verifications 

For applications on the 15th or 
earlier. 

If the household fails to provide 
postponed verification by the 
30th day, the agency must close 
the case on the 30th day 
following the application date. If 
the 30th day falls during a 
weekend or on a holiday, the 
agency must close the case on 
the next business day. 

For applications on the 16th or later. 

When a household fails to provide 
postponed verification by the last day 
of the month following the month of 
application, the agency must take 
action to close the case. The case 
closure must occur on the last day of 
the second of the month, unless that 
day falls on a weekend or holiday, in 
which case the agency will close the 
case on the next business day. 



Missed Interview 

If an applicant is scheduled to be interviewed within seven days and misses 
the appointment. 

You must: 
Code the Interview Screen as “Yes” for Missed Interview. 
Send a Missed Interview notice from VaCMS on the same day. 
Document the case narrative regarding the Missed Interview. 

The Missed Interview Notice is sent solely for the first missed interview.
Part 2, D 



Coding VaCMS for Late Expedited Processing

Once the rescheduled interview has taken place, you must enter “Client 
Delay” in VaCMS on the Program Request Screen. 

Should you fail to code the Program Request Screen or inadvertently code 
this example as an “Agency Delay”, please inform your supervisor so 
AppTrack can be updated immediately. 





Timeline for Non-Expedited, Day 30 or later

Day 30-59

• If the household fails to complete the interview by the 30th

day, the system will deny it on day 30.
• Once the interview is held and all verifications are received, 

the case must be processed by day 30 or earlier. 
• For a 30 day application if verifications are still required, the 

worker will extend pend the case on day 30. The extend pend 
checklist must only include those verifications initially 
requested that have not ben received or verifications from 
newly reported information. 

Day 60
• If the household is at fault for not competing the application 

process within the second 30-day period, the local agency 
must deny the application. (System-generated closure)



Extend Pend

When verifications are not received, be sure to Extend Pend the 
application on day 30, or the next working day if day 30 falls on a 
holiday or weekend.



Opportunity to Participate 

The worker must contact the household to offer a vault card if processing 
the case after day 1, 24 or 54.

Please document the household’s request to have the card, mailed noting 
the 5 to 7 business day delivery timeframe. Educate the household on 
agency protocols for picking up a vault card. 



Opportunity to Participate 

24 54



Card Issuance Screen 

The Card Issuance Screen 
is mandatory. 



Changes

Part 14, A, 1, a and b



Changes 

Household must report required changes within 10 calendar days from the 
date the change occurs or by 10 days into the next month after the month 
the change occurs.

The BPS has 10 days from the date they learn of the change to act on the 
new information.

You might need to do an informal contact with the house or send the 
Request for Contact depending on the information being reported etc., you 
would also allow 10 days for the client to provide any needed verifications 
to you.

Changes while an application is pending must be evaluated/verified.





Changes

When change information is reported the BPS must take any actions needed 
on the case within a 10 day timeframe making sure if an advance notice is 
needed there is ample time to get that to the household before the next 
issuance of benefits.  

If a change is reported and the benefits will decrease you can make the 
change based on the information given and verify at the next renewal.

If a change is reported and the change results in an increased allotment the 
BPS can make the change for the next month based on the information the 
household provided, send the notice for the increased amount, let the 
household know what is needed and if not provided by the household revert 
the benefits back to the original amount after they receive the one month 
increased benefit amount.  



Interim Reports

Households certified for 12 or 24 months will have an interim report due in 
the 6th or 12th month.

These are due to be submitted by the household by the 5th of the month.

If not received the BPS must send the Interim Report—Request for Action.

If no report is received the system will auto close the case the end of the 
month.

The Interim Report—Request for Action must be sent by the 15th of the month 
advising the household must return the report; also, send this request when 
verifications are needed and we must allow the household 10 days to provide 
the report and/or the needed verifications.                                                    Part 14, C



Interim Reports

When interim reports are received assess them for completeness and 
signatures.  Just having one or two questions unanswered does not make an 
incomplete report, follow-up and get the responses needed.  

When the report is missing responses to several questions return the report 
so that it can be completed by the household and send the Interim Report—
Request for Action letting the household know to complete the report and if 
you know what might be needed as verifications, list those on the report 
also.  The case will close if the completed report is not received back from 
the household along with any needed verifications.

Remember, we must allow 10 days for the client to provided needed 
verifications during the interim process.



Questionable Information
To be considered questionable, the information on the 
application must be: 

 Inconsistent with statements made by the applicant; 
 Inconsistent with other information on the application 

or previous applications; or
 Inconsistent with any other information received by the 

local agency

Remember if the declaration or information provided by the 
household does not meet at least one of the three qualifiers 

above, the information is not questionable.
Part 3.2.a,b,c



Tips, Tricks and Reminders

SNAP does not require verification of residency when a household 
reports a move unless the circumstances are questionable

If a household has no income and no resources or has expenses that 
exceeds their income this must be addressed at application, 
reapplication or renewal—prior to certifying the household

Clients can declare their resource amounts
Shelter, medical and day care expenses must be verified
Expedited cases with postponed verifications due cannot be closed 

until the 30th day or the last day of the 2nd month (depending upon 
the date the application was filed)



TI
P

S
When interviewing, conduct a 
thorough interview; interactive 
interviews work well

For Work Requirement, answer the gatepost 
questions correctly; be sure that student 
questions are answered and disability screen 
for chronically homeless are completed

Reviewing EDG Summary (wrap up 
screens) can catch errors; take the 
time to go through these prior to 
taking action to certify/authorize the 
case; great error prevention step

Use SNAP CALC for those complex 
household situations; use of the 
Manual worksheet is suggested to 
assist and helps if SNAP CALC is not 
working

Request only needed 
verifications

Fully document the case 
situation in the Case Narrative 
immediately

Allow at a minimum two mail 
days for appointment letters

Use the VaCMS Scheduler to enter 
dates & times for Renewal interviews 
before the 15th of the month (when 
Notices of Expirations are scheduled 
to run/mailed to households)



R
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The BP Calendar each month is 
a reminder of actions needed 
during the month

In-house case review plan; enter 
these into Rushmore

EBT—Know your batch times 
and days of issuance

VaCMS Help—QRG’s, IBP’s and 
Procedure Help

FUSION Page for resources for SNAP, 
SNAP Forward and SNAP Forward 
Meetings, VaCMS and EBT (desk aids, 
checklists, flyers, trainings, numerous 
resources)

SNAP Manual

SNAP Quick Reference Guide

VaCMS Readiness Calls and 
Presentations



R
ES
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Utilize reports in Rushmore from 
case reviews as this will assist in 
target training, trends, employee 
performance, etc.

Regional SNAP consultants

The COVLC Learning Center for 
trainings

Sign up to receive Broadcast 
messages

Regional Supervisor meetings 
and/or local agency supervisor 
meetings

BPRO website for workshops, PD 
meetings and SNAP sub-committee 
meetings

Readily available resources within local 
agencies:  benefit programs manager, 
benefit programs supervisor, senior 
worker or mentor worker

Sign-up to receive Benefit 
Programs information through 
ListServ



Data Warehouse is also a great resource, as is Rushmore, 
which has numerous reports from case reviews that have been 

entered that can assist with trends and employee 
performance.

Helpful Reports
VaCMS Fusion

 Pending Point in 
Time Report

 SNAP AppTrack

 Due and Overdue 
Renewals

 Interim Report 
Manager

 Dashboard Tools

 Performance 
Indicator Monthly 
Report – PIMR 

 SNAP Participation 
Reports

 Quality Control error 
rates for local agency 
and actual errors

 SNAP Forward Data 
SNAPshot

Use your left 
navigation!

Benefit 
Programs/ 

SNAP/Report
s





Contact Information:
Ruth Ann Belcher    Western Region SNAP Consultant     ruth.belcher@dss.virginia.gov 
LaTrelle’ Layton         Central Region SNAP Consultant       latrelle.layton1@dss.virginia.gov


