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Field Operations Memo 2005-17 
 March 23, 2005  

 
To: Transitional Assistance Office Staff 

 
From:  Cescia Derderian, Assistant Commissioner for Field Operations 

 
Re: DTA/Jewish Vocational Service Food Stamp Outreach Initiative  
 
 
 
Background 

 

Jewish Vocational Service (JVS) in Boston has received a USDA outreach 
grant to conduct food stamp outreach targeting the working poor.  In 
partnership with certain contracted employers, JVS currently provides 
workplace education programs for entry-level employees.  JVS has now 
added food stamp information to these workplace sessions and has begun to 
screen and assist individuals in applying for food stamp benefits.  The project 
will take place over an 18-month period.  The goal is to assist 2,000 eligible 
working people in applying for food stamp benefits. 
 

As part of our continued effort to reduce barriers and to increase food stamp 
participation, the Department supported the JVS grant proposal and is 
partnering with JVS to increase participation.  In February 2005, JVS began 
offering food stamp information, screening and application assistance at 
participating employer worksites. Currently, these are located in the Boston 
area; however, JVS plans to expand to several other worksites in 
Massachusetts. Since FS applications are submitted to the appropriate TAO 
based on client address, any TAO could be impacted by this initiative. 
 

 
Purpose of 
Memo 

 

This Field Operations Memo will provide details regarding the DTA/JVS FS 
outreach partnership.  It will: 
 

• identify the JVS client population; 
• describe the DTA/JVS application package; 
• define JVS staff responsibilities; 
• list the responsibilities of the DTA AU Manager; and 
• explain the DTA/JVS verification requirements and process. 
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JVS Client 
Population 
 

JVS works with entry-level employees onsite at participating employers.  
The JVS worker offers information about the Food Stamp Program, screens 
for potential eligibility and provides application assistance.  Because JVS 
clients are employed, they: 
• are allowed telephone interviews to apply/recertify for food stamp 

benefits, and  
• are exempt from the work requirement, if working a minimum of 20 hours 

per week. (See 106 CMR 362.320.) 
 

Note:   JVS clients who appear to qualify for expedited FS benefits must 
apply directly at the appropriate TAO. 

  
DTA/JVS 
Application 
Package 

The DTA/JVS application package includes the following forms: 

• the Food Stamp Application form (FSA-1); 
• the Request for Authorized Representative form (Image 10); and 
• the Agency Certification of Shelter/Utility Expenses form (FS-ACSE). 
 

The DTA/JVS application package also includes the following brochures/ 
informational materials: 

• Your Right to Know brochure; 
• Food Stamp Benefits brochure;  
• Electronic Benefit brochure; 
• What Noncitizens Need to Know brochure; 
• Noncitizen Resource brochure; 
• the I Speak card; and  
• Your Right to Interpreter Services brochure. 
 

JVS Worker 
Responsibilities 

The JVS worker will be responsible for:  
• providing Food Stamp Program information sessions conducted at 

workplace education sessions to review all of the FS brochures included 
in the DTA/JVS application package; 
 

• screening interested individuals for potential FS eligibility; and 
 

• helping interested individuals fill out the simplified FS Application.  
 

The JVS worker must: 
 

 identify JVS as the source agency on page 1 of the FS Application; 
 have the client sign the FS Application;  
 enter his/her name in the Assisting with the FS Application section; 
 have the client complete the I Speak card; and 
 have the client sign either a JVS release form or Image 10, as 

needed. 
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JVS Worker 
Responsibilities 
(continued) 

The JVS worker will: 
• if requested by the client, complete the Authorized Representative form 

(Image 10) for purposes of helping the JVS client apply and recertify for 
food stamp benefits; 

 

• help the client gather required verifications; 
 

• fax completed forms and verifications to the appropriate TAO with a 
cover letter provided by JVS; and 

• contact the DTA liaison if there are any problems or concerns with a 
particular JVS client. 

DTA Staff 
Responsibilities 

The AU Manager responsibilities for processing FS applications from JVS 
clients are as follows. The AU Manager must:  
 

• review the JVS application package for completeness and required 
signatures; 

 

• enter the FS application onto BEACON (Note: For tracking purposes, 
record JVS as the source agency on BEACON); 

  

• if needed, speak with the JVS worker at 617- 428-0395 x182 to schedule 
the phone interview and to resolve concerns for a particular JVS client; 
(Please note, however, that the JVS worker is temporarily on leave.  She 
will return to work in late May.  In her absence, her supervisor at JVS, 
Amy Jacobs, will be available to answer questions.  Amy may be reached 
at (617) 428-0395 x 180.) 

 

• conduct the application interview with the JVS client only or the JVS 
client with the JVS authorized representative; and 

 

• file the JVS cover letter in the AU record to show that the client is eligible 
for a phone interview. (There is no need to annotate in the narrative that 
the face-to-face interview has been waived.)  

 

Note:  The instructions contained in Field Operations Memo 2004-12, Food 
Stamp Application Processing Guidelines, apply to the DTA/JVS FS 
outreach initiative. Faxed applications, received from JVS must be processed 
in accordance with this memo and are subject to the normal 30-day 
processing timeframe. The instructions contained in Field Operations Memo 
2004-34, TAFDC and Food Stamp Processing Guidelines for Noncitizen 
Applications, also apply to the DTA/JVS FS outreach initiative.  

Verification 
Process 

JVS clients are subject to all normal verification requirements. Note:  The 
FS-ACSE form may be utilized by JVS staff if the JVS worker has 
documentation of current shelter and/or utility expenses. 

 
Questions If you have any questions, please have your Hotline designee call the Policy 

Hotline at 617-348-8478. 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


