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PUBLIC NOTICE OF INTENT TO PROMULGATE A NEW SECTION 110 
TO THE EXCEPTED SERVICE PERSONNEL REGULATIONS 

CONTENTS: PROPOSED NEW SECTION 1 8  TO THE EXCEPTED SERVICE PERSONNEL 
REGULATIONS, Commonwedth Re@ster, Vol. 17, No. 5, at 13414, May 15,1995: 

Section 110: JMPLOYEE BENEFITS. 

(See Attached Proposed Section 1.8, which will replace the existing Section 1.8 in its entirety.) 

PUBLIC COMMENTS: All interested persons may submit written comments about the proposed new section to the 
Director of Personnel, OflGice of Personnel Management, Office of the Governor, P.O. Box 5153 CH, Saipan, MP 
96950, on or before November 15,200 1. 

AUTHORJTY: The Governor of the Commonwealth of the Northern Mariana Islands, as the Chief Executive and 
ultimate Appointing and Contracting Authority for the Executive Branch of the Commonwealth Government, has 
delegated the authority to develop and promulgate regulations for the Excepted Service Personnel System to the Office 
of Personnel Management. 

NORBERT S, SABLAN 
Acting Pep* Officer 

Received by: b 
9 / w h  

Date 

1 4  p+/ 
Date 

Pursuant to lCMC 52153, as amended by Public Law 10-50, the rules and regulations attached hereto have been 
reviewed and approved as to form and legal d c i e n c y  by the CNMT Attorney General's Ofiice. 

- - - 

By: 
Assistant Attorney General 

c='x~/a,7/n/ 
Alan Dollison 

Filed and 
recorded by: 

SOLEDAD B. SASAMOTO 
l 0 / 9  I 0 1  

Date 
Registrar of Cotporations 
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE CIVIL SERVICE COMMISSION 

OFFICE OF PERSONNEL MANAGEMENT 
P.0 BOX 5153 CHRB, SAIPAN, MP 96950-5153 

TEL. NOS. (670) 234-6925 / 6958 / 8036 
FAX NO.: (670) 234-4 01 3 

MEMORANDUM 

To: Mr. Jose I. DeLeon Guerrero 
Special Assistant for Administration 

From: Director of Personnel 

Subject: Proposed Promulgation of a new Section 1.8 to the Excepted Sem'ce Personnel 
Regu fations 

The attached proposed new Section 1.8 to the EkapkdService Pmsonnel Regulations is submitted 
for review and publishing in the September Commonwealth Register to solicit public comment. As 
required by Governor's Directive No. 183, the following information is provided to describe and 
summarize the proposed new section: 

Citation of Statutory Authority: The Office of Personnel Management is authorized to 
develop and promulgate regulations for the Excepted Service Personnel System by delegated 
responsibility and authority fiom the Governor of the Commonwealth of the Northern 
Mariana Islands. 

Short Statement of Goals and Objectives: The proposed new Section 1.8 to the Excepted 
Service Personnel Regulations will replace the existing section and will update, by 
promulgation by the Acting Personnel Oflticer, the regulations regarding the benefits provided 
to Excepted Service employees. 

Brief-Summary of the-Proposed New Section: The proposed new Section 1.8 to the 
EqtedSmvice Personnel Regulations amends and clarifies the types and amounts of the 
various bene&s provided to Excepted Service employees and the processes applicable to the 
implementation of these benefits. This new section documents by regulation the Excepted 
Service benefit program. 

For Further Information Contact: Mr. Norbert S. Sablan, Acting Personnel Officer, Office 
of Personnel Management, telephone 234-6925 or facsimile 234- 10 13. 

Citation of Related and/or Affected Statutes, Regulations and Orders: The proposed 
new Section 1.8 will affect only the Excepted Service Personnel Regulations. 
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.Your assistance in kcilitating the review and publishing of the proposed replacement section will be 
geatly appreciated. Please call me if you have any questions or need additional information regwd'mg 
this promulgation. 

q ~ 4 . *  
NORBERT S. SABLAN 

with attachment 

cc: Governor 
Lieutenant Governor 
Chairman, CiviI Service Commission (for information only) 
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A. : Expatriation and Repatriation benefits are only 
provided to Excepted Service employees hired fiom outside the Commonwealth or 
those Excepted Service employees hired within the Commonwealth and transferred 
to a post outside the Commonwealth. 

(1) Travd: Travel and transportation expenses shall be paid by the Employer as 
follows: 

(a) Coach or tourist-class air transportation costs by the shortest direct 
route for the Employee and the Employee's dependents fiom the point 
of recruitment to the duty station. 

(b) Payment of contracted salary for the period of travel fiom the date of 
departure from the point of recruitment, adjusted if the travel is not by 
the shortest direct route to the duty station. 

(2) TraW -of The Employer shall pay the expense of 
transportation of personal effects, as follows: 

The Employer shall reimburse up to $500.00 for shipment to the 
Commonwealth of personal effects for employees who have 
accompanying dependents, upon presentation of receipts. 

The Employer shall reimburse up to $250.00 for shipment to the 
Commonwealth of personal effects for employees without 
accompanying dependents, upon presentation of receipts. 

The shipment must originate &om the Employee's Point of Hire within 
three (3) months of the date of entry on duty. 

The Employee may- not ship -any items -- that are restricted by 
Commonwealth or Federal Regulations. 

(3) Pelocation Allowance: 

(a) The Commonwealth does not provide a household goods storage or 
shipping benefit other than the Personal Effects postal shipment. 

(b) Upon movement into permanent quarters, the Employee will receive 
a one-time relocation allowance of $3000.00, ifwith dependents, or 
$1 500.00, if without dependents, to help offset relocation expenses. 
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(4) &psrtriatioq: Upon completion of the agreed upon period of service under 
this contract or any subsequent excepted service contract entered into upon 
the expiration of this contract, the Government shall pay all return travel and 
transportation expenses to the point of recruitment, to the same extent and 
subject to the same limitations as the Expatriation benefit, less the Relocation 
Allowance. However, the Employer will be discharged of this responsibility 
ifrepatriation benefits are not utilized within one (1) year of the termination 
date. 

(a) Check-out: Before repatriation benefits are afforded and the final 
paycheck is issued, the Employee must complete check-out 
procedures as established by the Office of Personnel Management. 

(b) Gnarantee of Benefits: An Employee who has completed a full 
contract period has earned the contractual repatriation benefits and, 
if continuing employment on a subsequent contract, may carry over 
these benefits and will be eligible to receive them at the end of 
employment regardless of the circumstances of separation. No benefit 
will be duplicated, regardless of the number of contract periods 

(c) Earty Termination of Contract "Early termination" occurs where 
the Employee resigns, is removed for conduct or performance reasons 
or willmy abandons histher position. 

(i) If an Employee on either a one or two-year contract 
terminates the contract within the first year, the Employer will 
not be liable for any repatriation expenses. The Employee shall 
be responsible for hisher repatriation, the repatriation of any 
spouse and/or dependents, and for the shipping of any 
household items back to the point of hire. In addition, the 
Employee must repay the cost to the Employer of the 
Expatriation benefits enumerated in Part 1.8A(1), (2) and (3) 
of this regulation, and other costs paid by Employer related to 
recruitment. - 

(ii) If an Employee on a two-year contract terminates the contract 
after completing one year of service, there will be no 
repatriation benefits, but the Employee does not have to repay 
the expatiation benefits enumerated in Part I.SA(l), (2) and 
(3) of this regulation. 

( 5 )  Reem~loyment: An Employee who has separated fiom government service 
and utilized contractual repatriation benefits will not be eligible for rehire for 
six (6) months fiom the date of separation. 
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(6) Transition: Those employees on contract at the time these regulations are 
amended will retain their contractual personal effects and household goods 
shipping benefits until their utilization at the end of employment. The 
household goods storage benefit will be continued as it is on the current 
contract and will be renewed for not more than two years at at a rate not to 
exceed $100.00 per month. Currently contracted employees will not be 
eligible for the relocation allowance or amended personal effects shipping 
allowance. 

B. Housing. Housing beneas apply only to Excepted Service Employees whose point 
of recruitment is outside the Commonwealth of the Northern Mariana Islands and 
those Excepted Service Employees hired within the Commonwealth and transferred 
to a post outside the Commonwealth.. An Excepted Senrice Employee recruited 
outside the Commonwealth may receive at the discretion of the Employer either 
housing or housing allowance in the amount established in the contractual Conditions 
of Employment, but not the two simultaneously. 

(1) If government housing is unavailable and private housing has not been 
arranged for the Employee, the Employer shall pay a temporary lodging 
allowance to the Employee equal to the government's established per diem 
rate for travel at the duty station, for a period not to exceed thirty (30) days. 
When the Personnel Officer has determined that this period is insufficient to 
move into permanent housing, a longer period may be authorized. 

(2) Government housing is intended for the use of the Employee and the 
Employee's dependents. No person who is not a dependent may reside in 
government housing for more than thuty days unless it is approved, in writing, 
by the Personnel Officer. 

(3) No Employee whose contract is terminated or has expired shall remain in the 
provided quarters after that termination or expiration, unless continued 
residence is approved by the Personnel OfIicer upon request of the appointing 
authority. 

(4) The Employee is responsible for utility and trash collection costs. 

( 5 )  The Employee is responsible for returning government fUrnitureIappliances to 
the Appointing Authority at the termination of his contract of employment, in 
a similar condition as that at the beginning of his occupancy of the 
government housing, ordinary wear and tear excepted. At the termination of 
the Employee's contract, subsequent to the Employee's departure fiom the 
premises, the Appointing Authority or his designee shall inspect the premises. 
If cleanup or repairs due to the Employee's actions or neglect are required, 
the Employee will be assessed the cost of the corrective action. 
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(6) The Employee is responsible for taking reasonable action to protect 
government housing entrusted to the Employee from damage caused by a 
storm. 

(7) The Employee shall comply with any housing regulations promulgated by the 
Office of Personnel Management. 

Workers' Com~ensatioq. In the event of work related injury or illness, the 
Employee shall be entitled to benefits under the Workers' Compensation insurance 
coverage currently in force in the Commonwealth Government. The Employee is 
responsible to promptly submit a written report to his or her supervisor of any work 
related injury or illness. 

Group Insumce. Group health and group life insurance coverage are available for 
those who wish to apply. The government will pay part of the cost of this insurance, 
in accordance with the current agreement between the government and the insurance 
carriers. 

Limitation on Insurance. The government provides no insurance except that as 
provided in Paragraphs C and D above, and the government assumes no liability for 
loss or damage to household goods and personal effects of the Employee and his 
dependents located in housing furnished by the government, or self-leased, while 
present in the Commonwealth. 

Annual Leave. 

(1) Annual leave, or vacation, shall be granted for the purpose of rest and 
relaxation. Employees who have less than three (3) years of creditable service 
shall earn annual leave at the rate of four (4) hours per pay period. 
Employees with three (3) but less than six (6) years of creditable service shall 
earn annual leave at the rate of six (6) or more years of creditable service shall 
earn annual leave at the rate of eight (8) hours per pay period. Part-time 
employees working 40-70 hours per pay period will earn one-half the amount 
of annual leave accrued by a fill time employee. 

(2) Annual Leave accrual rate per pay period for professionally qualified 
Excepted Service Employees with advanced degrees and/or exceptional 
experience, Gubernatorial appointees (personal secretaries and special 
assistants of Governor and Lt. Governor), Department Heads, Medical 
Doctors, Legal Profession practitioners, Resident Department Heads, and 
Executive Directors of principal Boards and Commissions shall be: 

(a) Determined at the time of the initial employment by the Appointing 
Authority and the Personnel Officer. 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18413 



Specific to each Employee; 

Based upon (a) the critical need to ill the position; (b) the 
availability of qualified applicants; and (c) the amount and quality of 
related education, training and experience possessed by the Employee; 
as determined by the Personnel Officer; 

Four (4), six (6) or eight (8) hours; and 

On a scale that provides a maximum of eight (8) hours to an 
Employee who is maximally qualified and 6 and 4 hours to an 
Employee with advanced to minimal qualifications. 

An Employee employed in the first year of the initial contract shall not be 
entitled to use Annual Leave during the first ninety days of employment. 
Annual leave earned during this period will be credited to the Employee upon 
completion of this initial period. This restriction does not apply to Employees 
employed on an immediately subsequent contract. 

Employees occupying Excepted Service positions shall accrue annual leave at 
the appropriate rate set forth above for each biweekly pay period in which 
they are in pay status for the entire ten days; otherwise there shall be no 
accrual for such period. 

Annual Leave may be used only upon prior written approval of the Employer 
and will be scheduled based upon the needs of the Employer. Annual Leave 
requests must be made in advance on a leave request form. All annual leave 
requests must be approved by the Employee's immediate supervisor and 
division director. In smaller organizations where divisions may not exist, the 
heads of such organizations shall approve annual leave. A denial of request 
for annual leave is subject to employee Grievance Rights. 

Employees serving on government boards and commissions who elect to take 
leave without pay during their performance of duties on a board or 
commission shall accrue annual leave for that senrice time. 

The Employee who terminates hidher employment at the completion of the 
present employment contract or resigns, and is departing the duty station on 
h a l  separation, will receive on the next regular pay day a lump-sum payment 
of all unused annual leave at the current hourly rate, provided the necessary 
clearance document is received by the Payroll Office. If, after accepting a 
lump-sum payment for unused annual leave, the Employee returns to duty in 
any capacity with the government before the accumulated term of leave would 
have expired, had it been liquidated in the normal course of employment, the 
Employee must return to the government the gross value of such unused leave 
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and have those hours of leave credited to the Employee's annual leave 
account. 

(8) Where an offer and acceptance for a new period of employment is agreed 
upon under a new employment contract, accrued and unused Annual Leave 
credits fiom the prior contract shall be carried over to the new contract 
period. 

(9) The maximum accumulation of annual leave for Excepted Service employees 
shall be three hundred-sixty hours. Accrued annual leave in excess of 360 
hours remaining at the end of the leave (calendar) year shall be converted to 
sick leave. No more than three hundred-sixty hours of annual leave will be 
paid, at the current rate of salary, in a lump-sum payment at the end of 
employment. 

G. S_ickLeave. Sick leave shall accrue to the Employee at the rate of four (4) hours per 
pay period, provided the Employee has been in pay status for the entire ten days; 
Otherwise there shall be no accrual for such period. Government employees serving 
on government boards and commissions who elect to take leave without pay (LWOP) 
during such performance shall accrue leave for that service time. Part-time employees 
working 40-70 hours per pay period will earn one-half the amount of sick leave 
accrued by a fill time employee. 

(1) The Employee is entitled to use accrued sick leave &om the time sick leave is 
iirst earned. 

(2) Any absence on sick leave where the Employee misses more than three (3) 
continuous days of work must have the illness verified by a note fiom a 
medical doctor in order to claim sick leave. 

(3) The Employee is not entitled to any payment for accrued and unused sick 
leave upon completion of an employment contract or termination of 
employment. 

(4) Where an offer and acceptance for a new period of employment is agreed 
upon under a new employment contract, all accrued and unused sick leave 
credits from the prior contract will be carried over, provided that if such 
Employee is separated &om government service for a period longer than three 
(3) years, he shall be divested of accumulated sick leave. 

( 5 )  Ifthe Employee's supervisor believes the Employee is misusing sick leave, or 
requesting sick leave for purposes other than illness, the supervisor may 
request proof of illness for a period of less than three days. Ifthe proof is not 
provided, or is unpersuasive, the supervisor may deny the sick leave request. 
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(6)  Sick Leave may be accumulated without limit. 

Leave Without Pay. Leave without pay for 90 days or less may be taken only after 
obtaining the written approval of the department director. Leave without pay in 
excess of 90 days must be approved by the Personnel Officer upon recommendation 
by the Employee's Department Head. 

Administrative Leave With Pap. Administrative leave with pay is granted by the 
Governor only in exceptional circumstances such as typhoons and state fbnerals. 
Administrative leave with pay may be granted by the Employee's Department Head 
to an Employee serving on government boards and commissions, provided the 
Employee does not receive compensation from the board or commission. 

Holidavs. The Employee shall be released from work on all legal holidays, except 
during emergencies without loss of pay or charge to leave account. 

Advance Leave. Where, for good reason, the Employee requires an advance of 
annual or sick leave, the Personnel Officer may grant leave in advance up to a 
maximum of one-half (112) of the total earnable leave credits for one (1) year fiom the 
date the request is approved or for the remainder of the employment contract, 
whichever is shorter. Subsequent leave earnings shall serve to replace the amount of 
advance leave taken. In the event an Employee resigns fiom his or her employment, 
any annual or sick leave overdraft must be paid as part of the Employee's final 
clearance. 

Court Leave. The government encourages its employees to fulfill their obligations 
as citizens and residents of the Commonwealth. Thus, employees who are called 
upon to serve as jurors may, at their option, be granted Court Leave for such period 
as the jury may be impaneled. Employees who are called to jury duty shall present 
their Juror Summons to their immediate supervisor together with a completed 
Request for Leave for his signature and processing. Employees who serve as jurors 
using Court Leave to cover the period of absence shall turn over to the 
Commonwealth Treasurer such jury fees (as distinct fiom expense allowances) as they 
receive fiom the Court. Expense allowances paid the Employee for whatever purpose 
may be retained by the Employee to defray the expenses for which granted. An 
employee subpoenaed as a witness, except a government witness, shall charge such 
absence to annual leave or leave without pay. Court leave shall be granted to an 
Employee subpoenaed in litigation in which the government has no interest, to serve 
as a witness in his official capacity as a government employee, and who will be 
required to present government records in testimony. Such Employee must inform 
his department director of the required testimony as soon as possible after being 
subpoenaed. 

C o m i o n a t e  Lem.  Full-time excepted service Employees may be granted 
compassionate leave of no more than five (5) consecutive work days in cases of death 
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in the immediate family of the Employee. For the purpose of this sub-part, the term 
"immediate family" shall include an Employee's mother, fhther, brother, sister, 
spouse, immediate ofHspring (natural and culturally or legally adopted), still born child, 
grandfather, grandmother, grandchild, mother-in-law, or father-in-law. 
Compassionate leave must be taken within eighteen (18) days after the death of the 
immediate family member. The appointing authority is responsible for granting 
compassionate leave requests. 

N. Maternitv Leave. Maternity leave shall be granted to a female excepted services 
Employee who is absent fiom work because of confnement for childbirth. The 
appointing authority shall have the responsibility for approving maternity leave 
requests. Such maternity leave shall not exceed fifteen (15) work days, shall be in 
addition to any accumulated sick leave, and shall be any meen (15) work days 
encompassing the date of childbirth. Any additional leave taken for such childbirth 
purposes shall be charged against accumulated sick leave. 

0. Paternity Leave Paternity leave shall be granted to an Excepted Services employee 
who is absent from work because of his wife's confinement for childbirth. Such 
paternity leave shall not exceed two (2) work days encompassing the date of 
childbirth. The appointing authority shall have the responsibility for approving 
paternity leave requests. 

P. Military Leave, Military leave may be granted to Excepted Service employees as 
provided in Part VILA4.1 of the PSSR&R. 

Q. Extended Militdry Leave. Extended Military Leave shall be granted to Excepted 
Service employees as provided in Part VII.AS.E of the PSSR&R. 

R FMLA Leave. Leave under the federal Family and Medical Leave Act of 1993 
(FMLA) shall be granted to Excepted Service employees as provided in Part VI1.AS.F 
of the PSSR&R. 

S. Basis for Accrual. Employees shall accrue annual and sick leave for each biweekly 
pay period in which they are in pay status for the entire ten (10) days; otherwise, there 
shall be no accrual for such period. Part-time employees with regular scheduled tours 
of duty of forty (40) to seventy (70) hours during a biweekly period will accrue annual 
leave and sick leave at one-halfthe rate of hll-time employees and will be eligible for 
other paid leaves, as provided in Part 1.8, at this rate. Part-time employees with 
regular scheduled tours of duty of less than forty (40) hours during a biweekly pay 
period will not accrue annual or sick leave or be eligible for the other paid leave 
benefits. Part-time employees must be in a pay status for their full regular scheduled 
tour of duty for the entire (10) days; otherwise, there shall be no accrual for such 
period. 
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PUBLIC NOTICE 

NOTICE OF ADOPTION OF BEGULATIONS OF THE COMMONWEALTH OF THE 
NORTHERN MARIANA ISLANDS TELECOMMIJNICATION COMMISSION 

I, NORMAN T. TENORIO, Chairman of the Commonwealth Telecommunications Commission, which is 
promulgating the rules and regulations necessary for the Commission to form, conduct business, set up a hnework 
for the adjudication of complaints made by the public, requirements for the application for certification of public 
convenience as well as tariffrequest fXngs for the Telecommunication industry in the Commonwealth, which were 
published in the Commonwealth Register at Volume 23, Number 08, on August 16,2001, at pages 18202 through 
dnd including 18224, by my signature below, certifjl that as published such Proposed Regulations are true, complete 
and a conect copy of the Proposed Regulations previously published and adopted by the Commonwealth 
Telecommunications Commission. After the expiration of the appropriate time for public comment, comments were 
received and the Commission voted to adopt Proposed Regulations as originally promulgated. The intent for adoption 
of the Proposed Regulations was made at a Commission meeting on August 10,2001. 

I firther request that this Notice and Certification of Adoption be published in the Commonwealth Register and that 
these Rules and Regulations become effective upon its publication. 

I declare under penalty of perjury that the foregoing is true and correct and that this declaration was executed on 
Saipan, Commonwealth of the Northern Mar im Islands. 

Certified By: /o-+- O /  
NORMAN TEN~RIO, CHAZRMAN DATE 

i CommonWeakh ~ele&mmunication 

Filed By: 
SOLEDAD 8. SASAMOTO DATE 

Received by : 
D m  

CERTIFICATION BY THE OFFICE OF THE ATTORNEY GENERAL: 

Pursuant to 1 CMC 2153, as amended by PL 10-50, the rules and regulations attached hereto have been reviewed and 
approved by the ChWI Aiiemey General. - 
Dated this 5 day of October, 2001 

HERBERT D. SOLL 
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Board of Parole 
I - 

Commonwealth of the Northern Mariana Islands 
i P.O. BOX 502641 

SAIF'AN, MP 96950-2641 
TEL. NOS.: (670) 664-3300 - 3304 FAX: (670) 664-3310 

e-mail: govbop@gtepacifica.net 

NOTICE AND CERTIFICATE OF ADOPTION OF REGULATIONS OF THE 
CNMI BOARD OF PAROLE 

I, Michael H. San Nicolas, Chairman of the CNMI Board of Parole, which 
is adopting the Rules and Regulations proposed on August 16, 2001 and 
published in the Commonwealth Register Vol. 23 No. 08 at pages.18225 through 
and including 18239 by signature below hereby certify that as published such 
Regulations are a true, complete and correct copy of the Regulations regarding 
previously proposed by the Board of Parole which, after expiration of the 
appropriate time for public comment, have been adopted without modification. 
I further request and direct that this Notice and Certification be published in the 
CNMI Commonwealth Register. 

I declare under penalty of perjury that the fo e oin is true and correct 
7 P  and that this declaration was executed on the % day of October 2001 at 

Saipan, Commonwealth of the Northern Mariana Islands. 

L 
Michael H. San Rdico'las, ~h6irperson 
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PUBLIC NOTICE 
I 

I NOTICE OF ADOPTION OF AMENDMENTS TO THE REGULATIONS OF THE 
COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS ELECTION COMMISSION 

I, GREGORIO C. SABLAN, Executive Director of the Commonwealth Election Commission, 
which is promulgating the regulations which will set up standards for marking and tabulating 
ballots with the ES&S Model 150 Vote Tabulating Machine, which were published in the 
Commonwealth Register at Volume 23, Number 08, on August 16,2001, at pages 18244 through 
and inc1udm.g 18253, by my signature below, certify that as published such Proposed 
Amendments are true, complete and a correct copy of the Proposed Amendments previously 
published and adopted by the Election Commission. After the expiration of the appropriate 
time for public comment, no comment was received. The intent for adoption of the Proposed 
Amendments was made at a Commission meeting on August 9,2001. 

I further request that this Notice and Certification of Adoption be published in the 
Commonwealth Register. and that these Rules and Regulations become effective upon its 
publication. 

I declare under penalty of perjury that the foregoing is true and correct and that this declaration 
was executed on Saipan, Commonwealth of the Northern Mariana Islands. 

Certified 

Filed by: 

by: 

SOLEDAD B, SASAMOTO DATE 

Received by: 
DATE 

CERTIFICATION BY THE OFFICE OF THE ATTORNEY GENERAL: 

Pursuant to 1 CMC 42153, as amended by Public Law 10-50, the above certification hereto have 
been reviewed and approved as to form and legal sufficiency by the Office of the Attorney 
General. 

Dated this 2 day of October, 2001. HERBERT D. S O U  

AuanDOllisOn Assistant Attorney w eneral 
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COMMONWEALTH PORTS AUTHORITY 
Main Office: SAIPAN INTERNATIONAL AIRPORT 

P.O. BOX 501055 SAIPAN MP 96950-1055 
Phone: (1-670) 664-350011 FAX: (1-670) 234-5962 

I E-Mail Address: cpa.admin@saipan.com 

PUBLIC NOTICE OF ADOPTION 
OF EMERGENCY REGULATION SUSPENDING 

THE TERMINAL TARIFF RATE INCREASES 
WHICH TOOK EFFECT ON OCTOBER 1,2001 

NOTICE OF ADOPTION OF EMERGENCY REGULATIONS: The 
Commonwealth Ports Authority (CPA) hereby gives notice to the general public of 
its adoption of Emergency Regulations suspending for a period of six (6) months the 
Terminal Tariff rate increases which took effect on October 1,200 1. At a Special 
Board Meeting held 'on October 3,200 1, a quorum being present, the CPA Board of 
Directors took formal action suspending for a period of six (6) months the Terminal 
Tariff Rate Increases which became effective on October 1,200 1, in order to ease 
the burden to consumers and businesses over (a) the increased costs of goods 
imported into or exported from the Commonwealth and (b) the cost of doing 
business in the Commonwealth. 

REASON FOR EMERGENCY: The terrorist attacks on the World Trade Center 
and the Pentagon on September 1 1,200 1, have caused a sudden and cataclysmic 
decline in the economies of most countries all over the world. The Commonwealth 
itself experienced a drastic decline in overall economic activity as a result, seriously 
aggravating the Commonwealth's economic decline earlier caused by the Asian 
economic crisis during the past three years. Unless the Terminal Tariff rate 
increases are temporarily suspended for a period of at least six (6) months, the costs 
of consumer goods and of doing business in the Commonwealth could be "the straw 
that breaks" the CNMI economy. Many local businesses would either close or move 
out of the Commonwealth because of the severe decline in economic activity. 

CONTENTS OF EMERGENCY REGULATIONS: The Emergency regulations 
adopted by the CPA Board of Directors suspends for a period of six (6) months, the 
Terminal Tariff rate increases set forth in the Terminal Tariff Regulations, that took 
effect on October 1, 2001. The Terminal Tariff rate increases relate to Part I11 A 
(Wharfage), Part IV (Port Entry Fees), Part V D (Dockage Fees), Part VI C (Bunker 
Fee), Part VI D (Homeported Vessel Fees) and Part VI F (Passenger Fee), which 
were to apply for the period from October 1, 2001 to September 30, 2002. The 
effect of the suspension means that the rates for each of these fees that existed on 
September 30,200 1 would continue to apply during the period from October 1,200 1 

r -- to March 3 1,2002. 
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AUTHORITY: These emergency regulations are being adopted pursuant to 1 CMC 
fj 9 104 (b), upon a finding made by the CPA Board of Directors that an emergency 
exists in the Commonwealth due to the sudden and drastic decline in the overall 
economy of the Commonwealth for the reasons stated above, and that the public 
interest warrants the immediate adoption of these emergency regulations suspending 
the rate increases for a period of six (6) months, unless the suspension is fkther 
extended. 

NOTICE OF INTENT TO ADOPT THE EMERGENCY REGULATIONS 
AS PERMANENT REGULATIONS 

CPA also hereby gives notice of its intention to adopt the attached emergency 
regulations as permanent regulations, to the extent that the suspension period 
exceeds 120-days, pursuant to 1 CMC 5 9 104 (a) and pursuant to CPA's rulemaking 
authority under 2 CMC 8 2122 (i). All interested persons may submit written 
comments, position or statement, for or against the proposal to make permanent the 
six-month suspension of the said rate increases, to the Executive Director, 
Commonwealth Ports Authority, Saipan International Airport, P. 0. Box 50 1055, 
Saipan, MP 96950, by not later than thirty (30) calendar days following the date of 
publication of this Notice in the Commonwealth Register. 

Issued this 9% day of October, 2001, at Saipan, Northern Mariana 
Islands. 

By: 

~h&rman, Board of Directors 

CONCURRENCE BY THE GOVERNOR TO THE 
ADOPTION OF EMERGENCY REGULATIONS BY 

THE COMMONWEALTH PORTS AUTHORITY 

Dated: 

CNMI GOVERNOR 
( 
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COMMONWEALTH PORTS AUTHORITY 
Main Office: SAIPAN INTERNATIONAL AIRPORT 

P.O. BOX 501055 SAIPAN MP 96950-1055 
Phone: (1-670) 664350011 FAX: (1-670) 234-5962 

i E-Mail Address: cpa.admin@saipan.com 

PROPOSED EMERGENCY REGULATION 
SUSPENDING THE TERMINAL TARIFF RATE INCREASES 

WHICH TOOK EFFECT ON OCTOBER 1,2001 

Citation of Statutory Authority: The Commonwealth Ports Authority has statutory 
power to promulgate and effect rules and regulations 
pursuant to 2 CMC Q 2122(j). 

Short Statement of Goals and The goal behind these rules is to ease the burden on 
Objectives: consumers and business by temporarily suspending 

rate increases of the Terminal Tariff which took effect 
on Monday, October 1,2001. Both the world and CMNI 
economy have seen a marked downturn since the 
terrorist attacks in the United States on September 11, 
2001. This temporary suspension will have the effect of 
helping the CNMI economy during this critical period. 

i 
Brief Summary of the The regulation will suspend for a six-month period 
Proposed Regulation: the Terminal Tariff rate increases which took effect 

October 1,2001. 

For Further Information Carlos H. Salas, Executive Director of the Cornmon- 
Contact: wealth Ports Authority, at 664-3500 or by mail at P. 0 .  

Box 501055, Saipan, MP 96950 or Facsimile at 234-5962 
or E-Mail at cpa.admin@saipan.com 

Citation of Related and/or codified at 2 CMC 5 2101 et seq.; 
Affected Statutes, Regulations Ports Authority Terminal 
and Orders: Register Vol. 21 

16953-16969. 

Submitted by: 
Carlos H. Salas Date 

Executive Director 
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REVIEW AND APPROVAL BY ATTORNEY GENERAL: 

Pursuant to 1 CMC $ 2153, as amended by P.L. 10-50, the emergency 
regulations attached hereto have been reviewed and approved as to form and legal 
sufficiency by the Office of the Attorney General. 

HERBERT D. SOLL 
Attorney General 

By: 
Allan ~ ~ l l i s o b l  

Dated: 0~ ~,ao~l  
Assistant Attorney General 

FILING WITH CNMI REGISTRAR OF CORPORATION: 

, . .. ... .- 

By: Dated: / d / ~ h /  
SOLEDAD B. SASAMOTO 
Registrar of Corporation 

RECEIPT OF EMERGENCY REGULATION 
BY OFFICE OF THE GOVERNOR: 

By: Dated: / B/?/o/  

? 
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COMMONWEALTH PORTS AUTHORITY 
TERMINAL TARIFF REGULATIONS 

EMERGENCY REGULATIONS 
SUSPENDING FOR A PERIOD OF SIX MONTHS 

THE TERMINAL TARIFF RATE INCREASES APPLICABLE FOR 
THE PERIOD FROM OCTOBER 1,2001 TO SEPTEMBER 30,2002 

The Commonwealth Ports Authority (CPA) hereby adopt this Emergency 
Regulation suspending the Terminal Tariff Rate Increases which has taken effect for 
the period commencing October 1,200 1 and ending September 30,2002. 

1. Suspension of Terminal Tariff Rate Increase. Until otherwise 
reinstated, the Terminal Tariff rate increases that has taken effect for the period fkom 
October 1,200 1 to September 30,2002 are hereby suspended for a period of six (6) 
months, commencing October 1,200 1 and ending March 3 1,2002. These Terminal 
Tariff rate increases relate to Part I11 A (Wharfage Fee), Part IV (Port Entry Fees), 
Part V D (Dockage Fees), Part VI C (Bunker Fee), Part VI D (Homeported Vessel 
Fees) and Part VI F (Passenger Fee). 

2. Applicable Period of Suspension. The rate increases for which the 
suspension adopted herein apply shall only be for the rate increases applicable to the 
period fiom October 1, 2001 until September 30, 2002. The tariff rates that were 
applicable on September 30,200 1, shall instead be applicable for a period of six (6) 
months beginning October 1,200 1 and ending March 3 1,2002. 

3. Effective Date of Suspension. The Emergency Regulation adopted 
herein shall retroactively commence October 1, 200 1 and end March 3 1, 2002, 
unless further extended or amended by CPA. 
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M c e  d the Secretary 
Thomas A. Tebuteb 

Commonwealth Council foi 
Arb & Culture 

Divkion of Youth Services 

Historic Preservation Office 

Low Income Home Energl 
Assistance Program 

M c e  of Aging 

Nutrition Assistance Program 

Veterans Affairs OtRce 

Women's Affalrs Oftlce 

Indigeneoa Affairs Office 

Carolinian Affairs Office 

Division of Sports & Recreation 

morrdcarolinian ' .,lgurge ~a l i ey  Commission 

Library Council 

Ptommmltwal@ of @r &or@rrn flariana llerlanbrr 
Btpartmtnt o f  CornmunUp & Cultural gffaird 

BfUce of tbe Secretarp 
Woaipan, fslariana Zimltanb$ 96950 

&elept)mu So$: (670) 233-9558/(670) 233-3343 

NOTICE OF EMERGENCY REGULATIONS AND NOTICE OF INTENTION 
TO ADOPT AMENDMENTS TO EXISTING MANUAL OF OPERATIONS 
GOVERNING THE NUTRITION ASSISTANCE PROGRAM 

EMERGENCY: The Secretary of the Department of Community and Cultural 
Mairs h d s  that, pursuant to 1 CMC 9104(b), the public interest requires the 
adoption of Emergency Regulations, upon concurrence by the Governor, to implement 
changes to the existing MANUAL OF OPERATIONS governing the Nutrition 
Assistance Program (NAP) with regard to the INTRODUCTION, PURPOSE, 
STATE AGENCY IDENTIFICATION AND AUTHORITY, DEFINITIONS, 
ELIGIBILITY OF HOUSEHOLDS, CERTIFICATION OF HOUSEHOLDS, FOOD 
STAMPS FOR LOCAL USE ONLY, ISSUANCE AND USE OF FOOD COUPONS, 
MANAGEMENT EVALUATION, PARTICIPATION OF RETAIL FOOD STORES 
AND REDEMPTION AGENT, EMERGENCY FOOD ASSISTANCE FOR 
VICTIMS OF DISASTER, BENEFIT REDUCTION PROCEDURES, etc., mandated 
by prior Audit Findings of the NAP. The Secretary finds that the public interest 
requires adoption of these guidelines within fewer than thirty (30) days notice for the 
reasons stated below. These amendments in the MANUAL OF OPERATIONS shall 
become effective immediately upon filing with the Registrar of Corporations and shall 
remain effective for one hundred twenty (120) days. 

REASON FOR EMERGENCY: The amendments to existing NAP MANUAL OF 
OPERATIONS must be adopted immediately in order for the NAP Office to 
implement the required changes in regulations, requirements, policies and procedures 
mandated by prior Audit Findings. The Fiscal Year 2001 Memorandum of 
Understanding (FY 2001 MOU) requires the immediate implementation of these 
amendments to avoid a lapse in NAP Benefits for Program Participants. Thus, 
consistent with 1 CMC 9104(b), an imminent peril to the public health, nutrition, 
safety, or welfare exists which requires adoption of these amendments upon fewer than 
thirty (30) days notice. 

CONTENTS: The amendments change portions of the entire MANUAL OF 
OPERATIONS under INTRODUCTION, PURPOSE, STATE AGENCY 
IDENTIFICATION AND AUTHORITY, DEFINITIONS, ELIGIBILITY OF 
HOUSEHOLDS, CERTIFICATION OF HOUSEHOLDS, FOOD STAMPS FOR 
LOCAL USE ONLY, ISSUANCE AND USE OF FOOD COUPONS, 
MANAGEMENT EVALUATION, PARTICIPATION OF RETAIL FOOD STORES 
AND REDEMPTION AGENT, EMERGENCY FOOD ASSISTANCE FOR 
VICTIMS OF DISASTER, BENEFIT REDUCTION PROCEDURES, etc. 
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INTENT TO ADOPT: The Secretary intends to adopt these amendments to existing 
regulations, requirements, policies and procedures in the NAP MANUAL OF OPERATIONS 
as permanent regulations, requirements, policies and procedures pursuant to 1 CMC 
9104(a)(l) and (2), and therefore publishes in the Commonwealth Register this notice of 
opportunity to submit comments. Ifnecessary, a Hearing will be provided. Comments on the 
content of the MANUAL OF OPERATIONS may be sent to: Secretary, Department of 
Community and Cultural Mairs, Caller Box 10007, Capitol Hill, Saipan, MI? 96950. 

AUTHORITY: The Secretary is authorized to promulgate these regulations pursuant to 2 

Secretary 
Department of Community 

and Cultural Affairs 

Concurred by: 
Pedro P. T 
Governor 

Reviewed by: ~4/r?/  01 
Date 
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Pursuant to 1 CMC 2 153, as amended by PL 10-50, the rules and regulations attached hereto 
have been reviewed and approved as to form and legal sufficiency by the CNMI Attorney 
General's Office. 

Dated this 2.7 day of September, 2001. 

Attorney General 
Herbert D. Sol1 

By: ~ a v i d l ~ o c h a b a ~  1 
Assistant Attorney General 

Filed and 
Recorded by: 1 

Soledad B. Sasamoto Date 
Registrar of Corporations 

t--- 
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v* NUTlSlA PUT GOTPE NA NlSlSlDAT REGULASION SIHA YAN 

aQ 
NUTlSlA PUT I ENTENSION PARA U MA'ADAPTA I AMENDASION 

0 SlHA GI EKSlSlSTE NA GIHAN UPERASION NI GUMUBEBETNA I 
PRUGRAMAN INANSETEN ALIMENT0 

Offlct d the krttary 
Thomu A. Ttbukb 

CommonwtallhCounclif GOTPE NA NISISDAT: I Sikretarion i Dipattamenton Asunton Kumunidat 
Arts & Cullurt yan Kuttura ha sodda' na sigun gi 1 CMC 9104(b), i interes pupbliku ha nisisita 
Divkion d Youth Strvlcer i ma'adaptan i Manggotpe na Nisisdat Regulasion siha , gi kinomfotme nu i 
HirtMk P r m t i o n  Om(( Gubetno, para u implementa i tinilaika siha gi i eksisiste na GIHAN 
EbEc*a UPERASION ni gumubebetna i Prugraman lnasisten Alimento konrespetu 
-0rAolno 

para i INTRODUSION, PRUPOSITU, AlDENTlFlKASlON YAN ATTURIDAT 

Nuttillon Assistance h g n m  AHENSIAN ESTADU, DlFlNASlON SIHA, ILIHPBLEDAT FAMlLlA SIHA, 

V & r w  Affdn O M  
SETTEFIKASION FAMlLlA SIHA, ESTAM NENGKANNO' PARA USON TANO' 

Womn's Affalrr O M  
HA' SOKU, LINAKNOS YAN USON KUPANS NENGKANNO' SIHA, 

Indlgtncola Affrln Omrc 
EBALU'ASION MANEHANTE, PATTESIPASION TENDAN KOMETSIAN 

C a r d l n h  A lh in  OMa 
NENGKANNO' SlHA YAN AHENTEN MANRlKOHl TATTE, GOTPE NA 

DlvM d Sporb & R m t r U  
INASISTEN NENGKANNO' PARA I BlKTlMAN HlRA SIHA, AREKLAMENTON 

*RINIBAHAN BENEFlSlO SIHA, yan hafkao mas siha, ni mamandatu nu i 
( z,"zk$L mofo'na na Sinedda' Aoditu put i Prugraman lnasisten alimento. I Sikretario 

Library C O ~ C I I  ha sodda' na i interes pupbliku ha nisisita i ma'adaptan este siha na giha gi 
halom menos di trenta (30) dias na nutisia put rason siha ni manmasangan gi 
sampapa'. Este siha na amendasion gi i GIHAN UPERASION SlHA para u 
fanefektibu ensegidas gigon masatmiti guato gi Rehistran Kotporasion siha 
yan u konsigi manefektibu para siento bente (1 20) dias. 

RASON PARA I GOTPE NA NISISDAT: I amendasion siha gi eksisiste 
na GIHAN UPERASION I PRUGRAMAN INASISTEN ALIMENT0 debi di u 
ma'adapta ensegidas kosaki siAa i Ufisinan Prugraman lnasisten Alimento u 
implementa i nisisario siha na tinilaika gi regulasion, mananisisita na areklo 
yan areklamento siha ni manmamandatu nu i mamofo'na na Sinedda' Aoditu 
siha. I Sakkan Fisfat 2001 na Memorandan lnakomprende ha manda i 
ensegidas na inemplimentan este siha na amendasion ni para u eskapayi 
rinbaha gi Benefision Prugraman lnasisten Alimento para i Pattesipanten 
Prugrama siha. Ayu mina', konsiste yan i 1 CMC 91 04(b), i para ufanmasusedi 
na disgrasia gi hinemlo' pupbliku, alimento, siguridat, osino' minaolek 
eksisiste ya ha nisisitai ma'adaptan ezte siha na amendasion gi etmas menos 
ki trenta (30) dias na nutisia. 

SOSTANSIA SIHA: I Amendasion siha ha tuliaka patte siha gi enteru 
GIHAN UPERASION SlHA gi papa' ITRODUSION, PRUPOSITU, 

I AlDENTlFlKASlON YAN ATTURIDAT AHENSIA ESTADU, DlFlNASlON SIHA, 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18429 



ILIHPBLEDAT FAMlLlA SIHA, SETTEFIKASION FAMlLlA SIHA, ESTAM 
NENGKANNO' PARA USON TANO' HA' SOLU, LINAKNOS YAN USON KUPANS 
NENGKANNO' SIHA, EBALU'ASION MANEHANTE, PATTESIPASION TENDAN 
KOMETSIAN NEGKANNO' SIHA YAN AHENTEN MANRlKOHl TATTE, GOTPE NA 
INASISTEN NENGKANNO' PARA I BlKTlMAN HlRA SIHA, AREKLAMENTON 
RlNlBAHAN BENEFlSlO SIHA, yan hafkao mas siha. 

INTENSION PARA U MADAPTA: I Sikretari ha intensiona para u adapta este siha 
na amendasion gi i meneksisiste siha na regualsion, nisisidat, areklo yan areklamento 
gi halom i GlHAN UPERASION PRUGRAMAN INASISTEN ALIMENT0 komu 
petmanente siha na regulasion nisisidat, areklo yan areklamento konsiste yan i 1 
CMC 0104(a) yan (2), ya ginen ayu ha pupbliblika gi. halom Rehistran Commonwealth 
este na nutisia put upottunidat para masatmiten komento siha. Yanggewn nisisario, 
lnekkungok siempre u mana'guaha. Komento siha gi sostansian i GlHAN 
UPERASION SIHA siiia man'fanhanao guato gi: Secretary, Department of Community 
and Cultural Afairs, Caller Box 10007, Capital Hill, Saipan, MP '96950. 

ATTURIDAT: I Sikretario ma'atturisa para u na'huyong este siha na regulasion 
sigon gi 2 CMC 5522(a). 

Linaknos as: 
~homas A. Tebuteb Fecha 
Sikretario 
Dipattamenton Asunton Komunidat yan Muttura 

lnapreba as: -* 
Predrc 
Gubetno / 

Rinibisa as: 1 $/%7/L7/ 
Fecha 

\ 
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Konsiste yan i 1 CMC 2153, koma inamenda nu i Lai Pupbliku 10-50, i areklo yan 
i regulasion siha ni manafafietton guine este ginen manmaribisa yan apreba komu put 

fotma yan sinufisienten ligat nu i Ufisina Atbogadu Hinerat CNMI. 

Mafecha gi este i rnina' ~7 na dia gi Septembre, 2001. 

Herbert D. Soll 
Atbogadu Hinerat 

AS: David Lochabay 
Asistanten Atbogadu Hinerat 

( Maseatmiti 
yan Rikot as: 

Soledad B. Sasamoto Fecha 
Rehistradoran Kotporasion siha 
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M c e  of the Secretary 
Thomas A. Tebuteb 

Commonwealth Council for 
Arts & Culture 

Divkion of Youth Services 

Historic Preservation Ofnce 

Low Income Home Energy 
Assktance Program 

M c e  of Aglng 

Nub.ition Assistance Program 

Veterans Affairs Otllce 

Women's Affalrs Offlce 

Indigeneow Affairs Ofnee 

Carolinian Affairs OfAce 

Divkion of Sports & Recreation 

morrdCarollnian ' -&yage Polky Commission 

Library Councll 

ARONGORONG REEL F & E R ~  A L L I ~ G H ~  GHITIPOTCH ME ARONG 
IGHA REBWE ADOPT-LI LLIIWEL KKA LLOL AUTOL MILLE IGHILA 
IYE OPERATION MANUAL REEL LEMELEMIL PROGROMAAL ALILLISIL 
NUTRITION 

GHITIPOTCH: Secretary me1161 Bwulasiyool Community and 
Cultural Affairs nge e schuungi bwe sangi bwangil 1 CMC 
9104(b)nge reel ghatchMr toulap nge e fil bwe rebwe 
adopt-li Alleghcl Ghitipotch kkaal ngare schagh e mwir 
sangi Sbwlem, igha ebwe yoor akkaaw lliiwel 1161 autol 
MANUAL OPERATIONS iye ebwe lemeli mw6ghutughutul 
Progr6maal Alillisil Nutirion (NAP) reel BW~LET&$.L, 
IPITAL~STATE AGENCY IDENTIFICATION ME BWANGIL, META FAAL 
TAPALAL KKEPAS, ELIGIBILITY OF HOUSEHOLDS CERTIFICATION OF 
HOUSEHOLDS, FOOD STAMPS FOR LOCAL USE ONLY, iSSUANCE AND 
USE OF FOOD COUPONS, MANAGEMENT EVALUATION, PARTICIPATION 
OF RETAIL FOOD STORES AND REDEMPTION AGENT, EMERGENCY FOOD 
ASSISTANCE FOR VICTIMS OF DISASTER, BENEFIT REDUCTION 
PRODUCTS, etc,. e mwir sangi milikka schungiyeer scch661 
Audit me NAP. Secretary nge e schuungi bwelle reel 
ghatchGhr toulap nge eghi auscheeya bwe bwe rebwe adopt-li 
Amrnataf kkaal eliigh (30) r61 igha ebwe tabweey aweewe kka 
faal. Lliiwel kka 1161 autol MANUAL OPERATIONS nge ebwe 
allhgh616 igha scha schagh e too ngali Registrar of 
Corporations nge ebwe allegh 1161 ebwughew ruweigh me eew 
(120) ral. 

BW'LUL GHITIPOTCH: Lliiwel kka 1161 NAP MANUAL OF 
OPERATIONS nge eghi fil bwe ebwe adapta kkey bwe ebwe 
mrnwel Bwulasiyool NAP rebwe bwtilbliw milikka e lliiwel 
me1161 sangi akkcleeyeer sch66 Audit. Memorandum of 
Understanding (FY 2001 M0U)nge e auscheeya bwe ebwe ayoora 
lliiwel kkaal bwe ete yoor ammang ng6liir NAP Benefit 
Program Participants. Iwe, ebwe ghol me 1 CMC 9104(b), 
igha eghi bwa bwe ghatch~l malaweer toulap, ngare 
ghathcder mille rebwe adoopt-li lliiwel kkaal ess6bw luu 
sangi eliigh (30) ral igha e rongol6 arongorong yeel. 

AUTOL: Lliiwel kka egh6s me1161 autol NAP MANUAL OF 
OPERATIONS f aal BWE ' LET&, B ~ L ~ L ,  STATE AGENCY 
IDENTIFICATION ME BWANG. META FAAL TAPALAL KKEPAS, 
ElIGIBILITY OF HOUSEHOLDS, CERTIFICATIION OF HOUSEHOLDS, 
FOOD STAMPS FOR LOCAL USE ONLY, ISSUANCE AND USE OF FOOD 
COUPONS MANAGEMENT EVALUATION, PARTICIPATION OF FOOD 
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STORES AND REDEMPTION AGENT, EMERGENCY FOOD ASSISTANCE FOR 
VICTIMS OF DISASTER, BENEFIT REDUCTION PROCEDURES ME 
AKKAAw. 

M ~ G E M ~ G I L  ADOPTION: Secretary nge e mangiiy bwe ewbe 
adopt-li lliiwel kka 1161 NAP MANUAL OF OPEEUlTIONS ng&re 
allbgh kka a alleghliliwul6 reel bwangil 1 CMC 9104 (a) (a) me 
(2) nge e toowow 1161 Commonwealth Register arrongorong 
yeel bwe ewbwe yoor tiip me mangemang rebwe mmwelil 
iaschiitiw nge ra atolongooy nge rebwe afanga. NgAre e 
fil nge rebwe ayoora Y&lBghil Toulap. Mangemang me tiip 
nge emmwel schagh rebwe ischiitiw reel Auto1 MANUAL OF 
OPERATIONS nge rebwe afanga ngali addressye: Secretary, 
Bwulasiyool Lemelemil Toulap me Kko, Caller Box 10007, 
Capitol Hill, Saipan, MP 96950 

B&G: Secretary nge eyoor bwangilbwe ebwe fe6r6 allegh 
e aileewal 2 CMC 5522 (a) . 

Secretary 
Bwulasiyool Lemelemil 
Toulap me Kko 

Allegh6yal: 
Pedro Tenorio 
S6wlem 

Mwir Sanui: 
2 I I 

Jose I. Guerrero Ra1 
Special Assistant for 
Administration 

r 
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Sangi bw6ngil 1 CMC 2153, igha e lliiwel s6ngi auto1 
Allbgh Toulap 10-50 nge allegh kkaal a takkal mwir sangi 
Bwulasiyool Attorney ye CNMI bwe e fil me ang66ng6. 

E ffeer raalil ye 9 7  Sarobwel, 2001. 

Attorney General 
Herbert D. Sol1 

Assistant Attorney General 

File me 
rekood s6ngi : 

Soledad B. Sasamoto Rbl 
Registrar of Corporations 
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NUTRITION ASSISTANCE PROGRAM MANUAL OF OPERATIONS 
(Amendments are in bold) 

I. INTRODUCTION 

The procedures delineated throughout this Manual are intended to serve as a guide in 
the administration of the Program and are broadly written within the limits imposed 
by the Commonwealth of the Northern Mariana Islands Nutrition Assistance Program 
Regulations and the Memorandum of Understanding. 

The Manual is not all-inclusive in that it cannot cover every possible variation that 
specific cases may present. The provisions are brief, simple but workable and are 
consistent with regulations that allow for maximum Program flexibility. Provisions 
set forth may be subject to revisions or  amendments as may warrant necessary 
and upon approval by Food and Nutrition Service andlor State Agency Nutrition 
Assistance Program. 

The Commonwealth of the Northern Mariana Islands retains much of the decision- 
making power with regards to the applicability of Food and Nutrition Service 
Standards and therefore certain provisions may or may not conform to Federally 
Imposed Regulatory or other Standard Program Requirements. Standard Food and 
Nutrition Service Procedures will be used whenever deemed necessary or in situations 
not addressed herein. 

All Nutrition Assistance Program Personnel are encouraged to exercise reasonable 
and prudent judgment in the performance of their individual and respective duties 
and responsibilities. 

11. PURPOSE 

This Manual describes, at  the least, the terms and conditions under which Nutrition 
Assistance Program Coupons may be issued to Eligible Households in the 
Commonwealth of the Northern Mariana Islands (CNMI). It also explains how these 
coupons may be used to purchase eligible foods, fishing equipment, and farming 
and gardening supplies, and redeemed by Authorized Retailers in the 
Commonwealth of the Northern Mariana Islands. Furthermore, this Manual 
illustrates the individual functions of the State Agency Department of 
Community and Cultural Affairs (DC&CA), Division of Nutrition Assistance 
Program (NAP), Nutrition Assistance Program Administrator, Certification Unit 
(CU), Issuance and Accountability Unit (I&AU), Retail and Redemption Unit 
(R&RU), and Management Evaluation Unit (MEU), respectively. 

111. STATE AGENCY IDENTIFICATION AND AUTHORITY r- 
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The Department of Community and Cultural Affairs located in the Commonwealth of 
the Northern Mariana Islands is herein referred to as the State Agency in general. 
Department of Community and Cultural Affairs is charged with the responsibility for 
the administration of the Program in the Commonwealth of the Northern Mariana 
Islands. The Nutrition Assistance Program Administrator shall have the responsibility 
for the day-to-day administration and operation of the Nutrition Assistance Program. 
State Agency may also reflect the Division of Nutrition Assistance Program or 
any of the established Units within the Division (such as: Certification Unit, 
Issuance and Accountability Unit, Retail and Redemption Unit, and 
Management Evaluation Unit) as delineated according to applicable sections, 
subsections, subchapters, etc., respectively, in this Manual. 

IV. DEFINITIONS 

"Adult7' means an individual eighteen (1 8) years or older, or a married individual if 
less than eighteen (1 8) years old. 

"Allotment" means the total value of coupons a Household is authorized to receive 
during each month. 

"Application Form (APP)" means the Application for Nutrition Assistance Form 
(201C) which is completed by an Eligibility Worker (EW), or Case Worker, and 
verified and signed by an Adult Head of Household (HD) or its designated 
Authorized Representative (AR), and which is used to determine the Household's 
eligibility and allotment level if the Household is eligible. 

"Authorization to Participate (ATP) Card" means a document or check which is 
issued by State Agency Nutrition Assistance Program to a Certified Household 
showing the allotment the Household is authorized to receive upon presentation of 
such document to an appropriate Issuance Agent Staff at Issuance Point. 

"Bulk Storage Point" means a secure place for storage of negotiable Nutrition 
Assistance Program Coupons, the security of which is the responsibility of the 
Commonwealth of the Northern Mariana Islands Government. 

"Coupon" means Nutrition Assistance Program Coupon or Food Stamp provided 
under this subchapter for the purchase of eligible items and local food products. 

"Coupon Issuer" means the agent of the State Agency that has the assigned 
responsibility for issuance of Food Stamps to Eligible Households. It also refers to 
the Nutrition Assistance Program Issuance Agent. 

"Department" means the United States Department of Agriculture. 

r - 
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"Earmarked Coupons" means those Nutrition Assistance Program Coupons 
identified as for use only in the purchase of locally produced foods. These Nutrition 
Assistance Program Coupons, also referred to as Local Coupons, may not be used 
to purchase imported food items nor are they to be used as change in a Nutrition 
Assistance Program Coupon transaction. 

"Eligible Items" means (1) any food or food product intended for human 
consumption except alcoholic beverages, tobacco, hot food prepared for immediate 
consumption, and restaurant or snack bar items; (2) fishing equipment, such as, nets, 
fish lines, fish hooks, fishing rods, fishing reels, harpoons, diving masks and goggles, 
or water resistant flashlights; (3) garden seeds and plants and fertilizer to grow food 
for the personal consumption of the Eligible Household; and, (4) hand farm tools, 
such as, hoes, rakes, shovels, sickles, machetes and garden (water) hose, but not 
including clothing, gasoline, motor oil, land or mechanized farm equipment. 

"Fiscal Year" means a period of twelve (1 2) calendar months beginning with each 
October 1 and ending with September 30 of the following Calendar Year. 

"Food Stamp" means any coupon or stamp provided under this subchapter for the 
purchase of eligible items and local food products. 

"Food and Nutrition Service (FNS)" means the Food and Nutrition Service of the 
United States Department of Agriculture. 

"Fraud" means an action taken by any person, Authorized Representative or 
Household Member to, knowingly, willfully and with deceitful intent, obtain funds or 
Food Stamp Benefits to which the State Agency Employee, Authorized 
Representative or Household Member is not entitled. 

"Good Cause" means circumstances beyond the Household Member's control, such 
as, illness, illness of another Household Member requiring the presence of the 
member, a Household emergency that prevents the member from complying with a 
Nutrition Assistance Program Requirement. 

"Household (HH)" means the unit, either an individual or a group of individuals 
residing together and considered Commonwealth of the Northern Mariana 
Islands residents, upon which determinations of eligibility and level of benefit are 
based. 

"Identification (ID) Card" means a card provided by the State Agency Nutrition 
Assistance Program which identifies the bearer(s) as eligible to recertify their 
respective cases with assigned Eligibility Workers, pick up Nutrition Assistance 
Program Coupons at Issuance Agent location, and transact the Nutrition 
Assistance Program Coupons at Authorized Retailers. 

(1-- 
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"Local Foods" means those food items grown, caught or processed in the 
Commonwealth of the Northern Mariana Islands. Examples are fruits and vegetables 
grown locally; fish caught locally; beef and dairy products, poultry and eggs, pork 
and other meats obtained from animals raised in the Commonwealth of the Northern 
Mariana Islands; as well as bread and bakery products processed in the 
Commonwealth of the Northern Mariana Islands. 

"Nutrition Assistance Program (NAP)" means the Division of Nutrition Assistance 
Program that is responsible for the day-to-day administration and operation of the 
Program to ensure strict compliance with established guidelines. It also refers to 
the Food Stamp Program in the Commonwealth of the Northern Mariana 
Islands. 

"Official Food List" means a list of items that may be purchased with Nutrition 
Assistance Program Coupons. 

"Over Issuance" means the amount by which Nutrition Assistance Program 
Coupons issued to a Household exceeds the amount the Household was eligible to 
receive. 

"Project Area" means the Administrative Unit for Program Operations. In the 
Commonwealth of the Northern Mariana Islands, it is the Commonwealth as a whole, 
which includes Saipan, Rota, Tinian and the Northern Islands. 

"Authorized Retailer" means (1) a retail establishment or recognized retail 
department of an establishment, or a house-to-house trade route, whose eligible food 
sales volume is more than fifty percent (50 %) Staple Food items with at  least ten 
percent (10%) in local foods for home preparation and consumption; (2) a farmer's 
or fish market, or local bakery; or (3) a store specializing in the sale of eligible non- 
food items, such as, vegetable and fruit gardening and fishing supplies. 

"Secretary" means the Secretary of the United States Department of Agriculture. 

"Signature" means a person's name or witnessed thumb mark indicating the person's 
name on the document. 

"State" means the Government of the Commonwealth of the Northern Mariana 
Islands. 

"State Agency" means the Department of Community and Cultural Affairs in the 
Commonwealth of the Northern Mariana Islands in general, which has the 
responsibility for the administration of the Nutrition Assistance Program. However, 
State Agency may also reflect the Division of Nutrition Assistance Program or 
any of the established Units within the Division (such as: Certification Unit, 

f -  - Issuance and Accountability Unit, Retail and Redemption Unit, and 
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Management Evaluation Unit) as delineated according to applicable sections, 
subsections, subchapters, etc., respectively, in this Manual. 

"Supplemental Security Income (SSI)" means the monthly benefit or allotment made 
under the authority of Title XVI of the Social Security Act, as amended, to the aged, 
blind, and the disabled. 

"Supplemental Security Income (SSI) Household" means that all members of the 
Household receive Supplemental Security Income Benefits. 

"Thrifty Food Plan" means the diet required to feed a family of four (4) persons 
consisting of a man and a woman twenty (20) through fifty-four (54), a child six (6)  
through eight (8), and a child nine (9) through eleven (1 1) years of age in the 
Commonwealth of the Northern Mariana Islands, determined in accordance with the 
Secretary's calculations. The cost of such diet shall be the basis for uniform 
allotments for all Households regardless of their actual composition. 

V. ELIGIBILITY OF HOUSEHOLDS 

A. Household Concept. 

* 1. Eligibility for participation in the Program shall be determined on a 
Household basis. A Household is defined as an individual or group of 
individuals in cohabitation and permanently residing in the 
Commonwealth of the Northern Mariana Islands who commonly purchase 
food and prepare meals for home consumption. Members of a Household who 
is fifty-five (55) years or older and their spouses, or disabled and receiving 
Supplemental Security Income shall be treated as a separate case from the 
Household if there is an adult member of the Household. Additional 
interpretation of Household Concept is delineated under Household 
Requirement on section VLJ6 below. *Amendment 2-85. 

2. Residents of institutions, roomers, and boarders shall not be considered 
Household Members. Other individuals who share living quarters with the 
Household but who do not customarily purchase food and prepare meals with 
the Household shall not be considered Household Members. 

3. Disqualified and ineligible individuals and aliens. Ineligible individuals and 
individuals disqualified shall not be considered Household Members when 
determining Household size. Their prorated income and resources shall be 
included in the Household's income and resources for determination of 
eligibility and level of benefits. 

B. Authorized Representative (AR). 
t - 
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1. The Nutrition Assistance Program may permit, on a case by case basis, in 
Rota, Tinian, and Saipan, the use of Authorized Representatives 
designated by the Adult Head of Household or its Authorized 
Representative and approved by the Certification Unit Personnel to act 
on behalf of the Household in making application and recertification for 
Food Stamps Assistance at Certification Unit, in obtaining Nutrition 
Assistance Program Coupons at  the Issuance Agent location, and in 
purchasing eligible items with Nutrition Assistance Program Coupons at  
Authorized Retailers, serving as liaison between the Nutrition Assistance 
Program and the Household. The State Agency Nutrition Assistance 
Program shall permit the use of Authorized Representatives for 
recipients residing in the Northern Islands. 

2. The following shall not be permitted to act as Authorized Representatives: 
Nutrition Assistance Program Personnel, Issuance Agent Employees directly 
involved with the issuance of coupons, retailers that are authorized to accept 
Nutrition Assistance Program Coupons, and all Elected Officials (except for 
the Mayor of the Northern Islands), and individuals disqualified from the 
Program. This restriction may be waived by the Certification Unit Supervisor 
on a case by case basis for good cause and in the interest of the Program. 

C. Residency. 

A Household must be living in the Commonwealth of the Northern Mariana 
Islands when it files an Application Form for participation in the Program. 
Residency shall not mean domicile nor shall Nutrition Assistance Program 
impose any duration in the residency requirement. However, people in the 
Commonwealth of the Northern Mariana Islands solely for vacation purposes 
shall not be considered residents. No individual may participate as a member of 
more than one (1) Household Case in any month. 

D. Citizenship and Alien Status. 

1. In terms of Citizenship, as specified in Public Law 84-241 implementing 
the Covenant, or the alien eligibility requirements specified in provisions 
of the Personal Responsibility and Work Opportunity Reconciliation Act 
(PRWORA) of 1996, Public Law 104-193, and as amended by the 
Omnibus Consolidated Appropriations Act and the Balanced Budget Act 
of 1997, participants shall be verified to be one (1) of the following: 

a. A United States Citizen; 

b. A United States National; 

r- 
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c. One born in the Commonwealth of the Northern Mariana Islands who 
was a citizen of the Trust Territory of the Pacific Islands (TTPI) on 
November 3,1986, and who lived in the Commonwealth of the 
Northern Mariana Islands or the United States or any of its territories 
or possessions on that date; 

d. A citizen of the Trust Territory of the Pacific Islands on November 3, 
1986, who lived continuously in the Commonwealth of the Northern 
Mariana Islands since at least November 3,1981 and who, unless 
under age, is registered to vote in elections for the Commonwealth of 
the Northern Mariana Islands District Legislature or for any 
Municipal Election in the Commonwealth of the Northern Mariana 
Islands prior to January 1,1975; 

e. Those living in the Commonwealth of the Northern Mariana Islands 
on November 3,1986, who, although not citizens of the Trust 
Territory of the Pacific Islands, lived continuously in the 
Commonwealth of the Northern Mariana Islands beginning prior to 
January 1,1974; 

f. One born in the Commonwealth of the Northern Mariana Islands on 
or after November 4,1986; 

g. One who, within six (6) months after November 4,1986, or within six 
(6) months after reaching the age of eighteen (18) years, whichever 
date was later, chose to become a United States National; 

h. An alien who is lawfully residing in any State (as defined in 8 United 
States Code 1101 {a){36)), and: (i) is a veteran (as defined in 38 
United States Code 101,1101, or 1301, or as described in 38 United 
States Code 107), who was discharged honorably (not on account of 
alienage) and fulfills the minimum active-duty service requirements of 
38 United States Code 5303 A(d), or is on active duty (other than 
active duty for training) in the United States Armed Forces, or (ii) is 
the spouse or unmarried dependent child of an individual described in 
sub clause (i) or the unremarried surviving spouse of an individual 
described in sub clause (i) who is deceased (if the marriage fulfills the 
requirements of 38 United States Code 1304); 

i. An alien granted asylum under section 208 of the Immigration and 
Nationality Act; 

j. A refugee who is admitted to the United States under section 207 of 
such Act; 

t-- 
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k. Certain aliens whose deportation is being withheld under section 243 
(h) of such Act; 

1. Certain Cuban or Haitian entrants defined in section 501 (e) of the 
Refugee Education Assistance Act of 1980; 

m. Certain aliens admitted to the United States as Amerasian 
immigrants; or 

n. An alien who entered the United States on or after August 22,1996, 
provided five (5) years have elapsed since the alien's entry and the 
alien entered, and is currently classified as: (i) lawfully admitted for 
Permanent Residence under the Immigration and Nationality Act, (ii) 
being paroled into the United States under section 212 (d)(5) of such 
Act (8 United States Code 1182 {d}{5)) for at least one (1) year, (iii) 
granted conditional entry pursuant to section 203 (a)(7) of such Act (8 
United States Code 1153 {a){7}) as in effect prior to April 1,1980, or 
(iv) certain battered aliens and certain children of a battered alien 
parent as specified under 8 United States Code 1641 (c) and all 
applicable guidance (including 62 FR 65285 December 11,1997) 
("Guidance on standards and methods for determining whether a 

, substantial connection exists between battery or extreme cruelty and 
need for specific public benefits"); 62 FR 61344,61366 (November 17, 
1997) (Exhibit B to attachment 5 of "Interim guidance on verification 
of citizenship, qualified alien status and eligibility under Title IV of 
the Personal Responsibility and Work Opportunity Reconciliation 
Act"); and 63 FR 41662 (August 4,1998) ("Verification of Eligibility 
for Public Benefits") ( aliens may be eligible under clause {n.} even if 
their status changed since entry so long as they are currently, and 
were at entry, within one of the four classifications). 

2. No aliens other than those specified above shall be eligible to participate in the 
Program as members of any Household. Among those excluded are alien 
visitors, tourists, laborers, and diplomats who enter the Commonwealth of the 
Northern Mariana Islands temporarily with no intention of abandoning their 
residences in a foreign country. A Micronesian living in the 
Commonwealth of the Northern Mariana Islands who is not a United 
States Citizen or National under the Covenant is ineligible unless meeting 
one (1) of the provisions of Section 403 of the Personal Responsibility and 
Work Opportunity Reconciliation Act, as amended by the Balanced 
Budget Act of 1997. 

*3. An individual shall be presumed to be permanently residing in the 
Commonwealth of the Northern Mariana Islands under the Color of Law upon 
presentation of satisfactory proof that helshe is a spouse or a legal unmarried 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18445 



child under the age of eighteen (1 8) of an individual who falls under any of the 
definitions listed in item number 1 immediately above. *Amendment 1-86. 

E. Work Registration (WR) Requirements. 

People required registering for employment at the Division of Employment 
Services (DES), Department of Labor and Immigration (DOLI). On the 
first Work Registration Requirement, the Eligibility Worker shall 
determine which Household Member(s) are required to register for 
employment at the time when the Household files an Application Form. Each 
Household Member who is not exempt by paragraph 2 of this section shall 
register for employment at the time of Application and comply with Labor 
Requirements, and once every three (3) months after initial registration 
should unemployment status remain unchanged. Upon reaching a 
determination that a member is required to register, the Eligibility Worker 
shall explain to the Adult Head of Household or its Authorized 
Representative both the Work Registration Requirements and the 
consequences of failure to comply. The Eligibility Worker shall process and 
provide the Work Registration Referral Form (WR-01) to the Adult Head of 
Household or its Authorized Representative for each Household Member 
who is required to register for employment and comply with Labor 
Requirement. Household Members are registered when a completed Work 
Registration Referral Form is submitted at the Division of Employment 
Services and other requirements from Labor are satisfied and complied 
with. The Eligibility Worker shall f o m d  the Work Registration Referral 
Forms filed from Nutrition Assistance Program to Division of Employment 
Services. The second requirement of Work Registration is submittal of a 
copy of a recent Employment Application acknowledged receipt by a 
potential employer either on the registration month or previous month to 
the Eligibility Worker for Nutrition Assistance Program Record. The 
Work Registrant must comply with both Work Registration 
Requirements within thirty (30) days following the initial month of Work 
Registration or risk Disqualification. Employment Application should be 
updated every three (3) months or another Employment Application from 
another employer may be accepted, if unemployment status remained 
unchanged. The Certification Unit Supervisor sends Work Registration 
Referral Forms to the Division of Employment Services every Tuesdays 
and Thursdays, then on every 15'~ and end of each month the Division of 
Employment Services provides the Certification Unit Supervisor a report 
to identify the Work Registrants that comply with this requirement 
versus those that failed to comply. Work Registrants that failed to 
comply with this requirement without good cause, based on the response 
from Division of Employment Services, are automatically disqualified 
from participation in the Nutrition Assistance Program. 
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2. Exemptions fiom Work Registration. The following individuals are exempt 
fiom the Work Registration Requirements: 

a. A person younger than eighteen (1 8) years of age or a person fifty-five 
(55) years of age or older. 

b. A person considered physically or mentally unfit for employment. If a 
mental or physical disability is not evident to the Eligibility Worker, 
verification may consist of a Supplemental Security Income Statement 
of temporary or permanent disability benefits from the United States 
Social Security Administration Office or of a Certification or 
Statement from a Licensed Physician or a Certified Psychologist, or 
receipts of temporary or permanent disability benefits issued by 
governmental or private sources (Workman Compensation, Liability 
Insurance Benefits, etc.). The Nutrition Assistance Program Medical 
Verification of Disability Form (205C) may be issued for the Certified 
Physician or a Certified Psychologist to justify disability of the 
Household Member. 

c. One (1) parent or another adult Household Member who is responsible for 
the care of a dependent child under twelve (12) in the Household or an 
Adult Caretaker of a disabled person or a senior citizen aged fifty-five 
(55) or older. 

d. A person who is employed or self-employed and earning less than the 
equivalent of the minimum hourly wage times (x) thirty (30) each 
week. 

e. A student enrolled full-time in high school or General ~ducational 
Development classes, college, Continuing Education, and technical 
and vocational trade's courses. A School Certification of Enrollment 
for all 17-year-old students or older should be provided for each 
School Year or Semester to substantiate student status. Substantial 
documentation or certification should be submitted for college, 
Continuing Education, and technical and vocational trade's students 
to justify full-time status. 

f. A Government Retiree aged fifty-five (55) or older. 

g. The expecting mother into her sixth (6'3 month pregnancy stage, or 
earlier in the pregnancy if complications occur as a result of the 
pregnancy. A Certification from a Certified Physician must be 
provided for the record. The Nutrition Assistance Program Medical 
Verification of Disability Form (205C) may be used to serve as 
Medical Certification for this purpose. In addition, this exemption 
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shall be extended up to three (3) months following the childbirth 
delivery date. Should the Household Member require additional time 
due to unforeseen complications on her and/or the newborn, another 
Medical Certification should be provided for justification. 

h. The ineligible or disqualified member in the Household. 

3. Additional Work Registration Requirements. Work Registrants shall also: 

a. Report for an interview upon request by Division of Employment 
Services; 

b. Respond to a request from Division of Employment Services for 
supplemental information regarding employment status or availability for 
work or job search; 

c. Report to an employer when referred by Division of Employment 
Services if a potential employment meets the suitability requirements 
described in paragraph 6 of this section. 

d. Accept a bona fide offer of suitable employment as defined in paragraph 6 
of this section to which he was referred by Division of Employment 
Services; and 

e. Continue suitable employment to which Division of Employment 
Services referred him. Household Members shall continue such 
employment until it is no longer considered suitable in accordance with 
paragraph 6 of this section, or 

Until they are terminated from employment due to circumstances beyond 
their control, or until they become exempt from the Work Registration 
Requirements as provided in paragraph 2 above. 

4. Failure to Comply. If the Eligibility Worker determines that a Household 
Member has refused or failed without good cause to comply with the Work 
Registration Requirements, that member shall be subject to Disqualification 
for at least one (1) month and not be counted as part of the Household in 
determining the Household's level of benefits based on Household size. Upon 
receipt of the notification of the failure to comply from Division of 
Employment Services, the Eligibility Worker shall provide the Household 
with a Notice of Adverse Action by mail within ten (1 0) working days and 
issue the reduced benefits to the Household, if it is still eligible at the next 
scheduled Authorization to Participate Issuance and there is at least one (1) 
month remaining on the Certification Period. Certification Unit shall 

t- - enforce collection efforts against Households receiving benefits when not 
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in compliance with the Work Registration Requirements. Each Household 
has a right to a Hearing to contest a reduction or termination of benefits due to 
failure to comply with the Work Registration Requirements. If a Hearing is 
scheduled, the Eligibility Worker shall provide Division of Employment 
Services with sufficient advance notice to permit the attendance of a Division 
of Employment services Representative, if such attendance is necessary. 

Ending Disqualification. A member disqualified because of failure to comply 
with Work Registration ends the Disqualification by becoming exempt fiom 
Work Registration, or eventually complying with other Work Registration 
Requirements, such as, once the affected Household Member becomes 
gainfully employed and reports to the Eligibility Worker within ten (10) 
days or upon the Household Member's request for another referral after 
the month of Disqualification and subsequent compliance thereafter. 

Unsuitable Employment. Employment shall be considered unsuitable for the 
registrant if: 

a. It pays lower than minimum wage; 

b. The job will risk the registrant's health or safety; 

c. It forces the registrant to join or refiain from joining a Labor Organization; 

d. The commuting time or cost is unreasonable; or 

e. The working hours or type of work interferes with religious beliefs. 

Determining Good Cause. In determining if good cause existed for failure to 
comply with any Work Registration Requirement, the Eligibility Worker shall 
consider the facts and circumstances, including information submitted by 
Division of Employment Services, the Household Member involved, and the 
employer. Good cause shall include circumstances beyond the member's 
control, such as, illness in the immediate family or another Household 
Member requiring the presence of the member, or a Household emergency. If 
the Eligibility Worker determines that there was good cause for failure to 
comply, the Eligibility Worker shall include that member in the Household in 
determining the benefit level for that Household. The Eligibility Worker shall 
ensure that members failing to comply for good cause are rescheduled to 
complete the Work Registration Requirement with Division of Employment 
Services before the next monthly issuance. For example, Member "A" fails 
for good cause to comply with the Work Registration Requirement with 
Division of Employment Services in February. Member "A" shall be 
included in Household composition in determining the Household's benefits 
for March. The Eligibility Worker shall ensure Member "A" is rescheduled to 
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comply with the Work Registration Requirement with Division of 
Employment Sewices prior to issuance to monthly benefits in April. 

*8. Voluntary Quit. No Applicant Household whose wage earners voluntarily quit 
their most recent job or reduces their regular or normal working hours, 
without good cause, thirty (30) days prior to the date the Application is 
received by the Certification Unit or thirty (30) days subsequent thereto shall 
be eligible for participation in the Nutrition Assistance Program for a period of 
three (3) months beginning with the effective date of the notice of ineligibility. 
Employment Termination due to, but not limited to, Absenteeism, Theft, 
Grand Larceny, Gross Misconduct, Falsification of Information, Forgery, 
Fraud, Sexual Harassment, Assault and Battery, Gross Negligence, 
Discriminatory Activity, Possession of Deadly Weapon, Insubordination, 
and Under the Influence of Alcohol andlor Controlled Substance shall be 
considered Voluntary Quit. This rule shall not apply to wage earners who 
voluntarily quit to retire or to work at another job which employs subject 
wage-earner thirty (30) hours a week or more and which pays at least the 
equivalent of the Commonwealth minimum hourly wage times thirty (30) each 
week, or to wage earners who are exempt from the Work Registration 
Requirement as provided in paragraph 2 of this section V.E. *Amendment 
1-86. 

F. Resources Eligibility Standards. 

Resources Eligibility Standards. First, Pure Supplemental Security Income 
Households shall automatically be eligible regardless of their resources. Pure 
Supplemental Security Income Household means that the Supplemental 
Security Income Recipient is receiving the maximum Supplemental 
Security Income Benefit allotted to an individual each month. For Food 
Stamp purpose, resources basically applies to only "accessible" or 
"readily negotiable" liquid assets at the banks (such as: Savings, 
Checking Accounts, Time Certificate of Deposits, Savings Bonds, and 
other negotiable instruments) and cash on hand. Further, the cash value 
of a Life Insurance Policy shall be regarded as resources only upon 
receipt of the benefit to the beneficiary who is either the Eligible or 
Ineligible Household Member. The Eligibility Worker shall apply the 
following Resources Eligibility Standards to all Households except in the case 
of Pure Supplemental Security Income Household as defined in this Manual at 
the time of Application to determine Household eligibility: 

........................................ a. All Households $2,000.00 

b. Except two (2) or more persons, one (1) of whom is 
Fifty-five (5 5) years or older ........................ $3,000.00 

(- - 
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2. Excluded Resources. In determining the resources of a Household, only cash 
on hand, money in Checking or Savings Accounts, Savings Certificates, 
Stocks and Bonds, or "accessible" or "readily negotiable" instruments shall 
be counted, except that the following resources shall be excluded: 

The cash value of Life Insurance Policies and Pension Funds as long as the 
funds remain in the Pension Plans. 

Any governmental payments that are designated for the restoration of a 
home damaged in a disaster, if the Household is subject to a Legal 
Sanction if the funds are not used as intended. 

Resources, such as, those of self-employed people, which have been 
prorated as income. 

Resources that are excluded by express provision of Federal Statute. 

Those resources owned jointly with others that are not accessible to the 
Household or, if accessible, are not considered part of the pro-rata share 
attributed to the Household. 

3. Resources of Ineligible Aliens and Disqualified Members. Resources of 
ineligible aliens and individuals disqualified from participation in the 
Nutrition Assistance Program, for whatever reason, shall continue to count on 
a prorated basis as resources available to the remaining Household Members 
when determining the Household's eligibility for the program. 

4. Transfer of Resources. Households that have transferred resources knowingly 
for the purpose of qualifying or attempting to qualifjr for Nutrition Assistance 
Program Benefits shall be disqualified from participation in the Program for 
up to one (1) year from the date of the discovery of the transfer. 

G. Income Eligibility Standards. 

1. Income Eligibility Standards. Except as otherwise provided in this Manual 
participation in the Program shall be limited to those Households whose 
incomes are determined to be a substantial limiting factor in permitting them 
to obtain a more nutritious diet. 

a. The Income Eligibility Standards shall be uniform for all participating 
Households of the same size in the Commonwealth of the Northern 
Mariana Islands. Current standards are delineated in Exhibit A. 
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b. The Income Eligibility Standards shall be adjusted each October 1, if 
necessary, to reflect changes in the Cost of Living in the Commonwealth 
of the Northern Mariana Islands. 

2. Definition of Income. Household income shall mean all income fiom 
whatever source. 

a. Earned income shall include all wages and salaries of an employee; the 
total gross income from a self-employment enterprise (payments from a 
roomer and returns on rental property shall be considered self-employment 
income); and, training allowance from Vocational and Rehabilitative 
Programs recognized by the Federal and Commonwealth Governments. 

b. Unearned income shall include, but not be limited to, assistance payment 
fiom Public Assistance Programs; Annuities; Pensions; Retirement, 
Veteran's or Disability Benefits; old-age, Survivor's or Social Security 
Benefits; Support or Alimony Payments; Child-Support Payments; 
dividends, interests or royalties; monetary contributions; gambling 
winnings; lottery winnings; and, the income of an Ineligible or 
Disqualified Household Member from participation in the Nutrition 
Assistance Program less the pro-rata share for the disqualified member. 
Relevant and supporting documentation, such as, Notarized Sworn 
Affidavit declaring the biological father(s)/mother(s) and the Child- 
Support Status for the minor child(ren), Notarized Sworn Affidavit 
declaring provider(s) responsible for the Basic Needs for the Zero 
Income Household or family, including average monthly monetary 
contribution, if applicable, must be submitted for inclusion. If the 
Household is receiving Social Security Benefits and/or Supplemental 
Security Income, Child-Support Payments, etc., and is considered the 
source for Basic Needs (such as: housing, auto transportation, utility 
and laundry expenses, etc.) then the Household may instead furnish a 
Notarized Sworn Affidavit declaring as such. Said Affidavit must be 
signed under penalty of perjury. 

3. Income Exclusions. Income does not include the following items: 

a. Any gain or benefit which is not in the form of money payable directly to 
the Household, including; 

i. In-kind contribution. Non-monetary or in-kind benefits, such as, 
meals, clothing, household items, public housing, or produce from a 
garden. 

ii. Vendor Payments. A payment made by a Non-Household Member in 
money on behalf of a Household directly to a third party shall be 
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considered a Vendor Payment. This shall in no way be regarded as 
Household Income. 

b. Education or college grants, scholarships, loans, or deferred repayments 
of education loans. 

c. Reimbursements for past or future expenses to the extent they do not 
exceed actual expenses. For example, reimbursements for job or training 
related expenses, such as, travel and uniforms. 

d. Money received and used for care and maintenance of a third party 
beneficiary who is not a Household Member. 

e. Money received in the form of a non-recurring lump sum payment shall be 
counted as resources in the month received unless specifically excluded 
fiom consideration as resources by other Federal Law. 

f. Any income that is specifically excluded by any other Federal Statute from 
consideration as income. For instance the Administrative Notice 94-41, 
re. 94-41 Income and Resources Excluded by Other Federal Laws 
(Federal Emergency Management Agency, Title IV, Title V, Child- 
Care Program Payment, etc.). 

g. Cost of producing self-employment income. An amount equal to any 
monthly expense which the Household can document as having been 
incurred to produce the self-employment income. 

h. Income earned by a Household Member who is a full-time student in high 
school or enrolled in General Educational Development classes from 
Adult Basic Education and who has not attained hisker eighteenth (lgth) 
birthday; and, nineteenth (19'~) birthday for said Household Member 
engaged in the Workforce Investment Agency (WIA), formerly the 
Job Training Partnership Act (JTPA), employment. 

i. Assistance received from a governmental source that is earmarked for use 
as payment for utilities, for instance, Low Income Home Energy 
Assistance Program (LIHEAP). 

j. All loans, including loans from private individuals. 

4. Income Deduction. Households with earned income shall be allowed a 
deduction of ten-percent (1 0%) of their earned income. 

5. Procedures for Determining Income Eligibility. The Application Form shall 
list all income received by the Household in the calendar month preceding the 
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date of Application Form and the Eligibility Worker must document any 
anticipated changes in income during the Period of Certification. The 
Eligibility Worker from the Application Form shall determine income 
eligibility. 

a. Monthly-reported income includes all income received in the report month 
except for self-employment income or contract income which is received 
on an established schedule. Households receiving self-employment 
income or contract income on other than a monthly basis shall have such 
income averaged over the number of months the income is intended to 
cover. For example, self-employed vendors who work only in the summer 
and supplement their income fkom other sources during the balance of the 
year shall have their self-employment income averaged over the summer 
months rather than the 12-Month Period. Adjustments to reported 
averaged income shall not result in payment of retroactive benefits but 
shall be the basis for recoupment of Over Issuance, if Over Issuance have 
occurred. 

b. To calculate income eligibility the State Agency Certification Unit shall: 

i. Determine the monthly-reported income for the report month from the 
Application to obtain the average gross monthly-reported income. 

ii. Determine the income from self-employment or contract then divide 
by the number of months the income should cover to obtain the 
average gross monthly income. 

iii. Obtain the average gross monthly income fiom the three (3) most 
current earnings or check stubs, or the gross averaged income for the 
report month. 

iv. The total gross averaged income for the report month shall be 
compared to the Income Eligibility Standards for the appropriate 
Household size to determine the Household's eligibility and level of 
benefit. 

H. Voluntary Changes in Household Circumstances. 

An Applicant Household which changes its Household circumstances as 
described in the Application Form for the purpose of rendering it eligible in a 
subsequent Application Form submitted within thirty (30) days following a 
State Agency Certification Unit determination of ineligibility shall be 
penalized as follows: 

f----7 \ ,  

a .. 
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* 1. If new or Reopen Case, Disqualification from participation in the Program 
for one (1) month beginning with the date of the Notice of Ineligibility. 

*2. If Recertification Case, Disqualification from participation in the Program 
for three (3) months begins with the date of the Notice of Ineligibility. 

The changes in Household circumstances which shall be construed as 
deliberate acts calculated to circumvent the initial determination of the 
Household's ineligibility shall include but are not limited to: 

* 1. Departure or removal of working members from the Household in order to 
meet the Income Eligibility Standards. 

*2. Inclusion of grandchildren or other relatives in the Household in order to 
meet the Income Eligibility Standards. 

*3. Transfer or conversion of liquid resources in order to meet the Resources 
Eligibility Standards. 

Application Forms submitted after thi* (30) days of the date of the Notice of 
Ineligibility shall be processed as any other new Application Form. 

When Households are disqualified from participation in the Program as a 
result of this provision, the Certification Unit Official shall indicate on the 
Written Notice, which is the Notice of Disposition (211C), the inclusive 
dates of the period of Disqualification. The Notice of Disqualification shall be 
prepared and sent to the Household the same day the subsequent Application 
Form submitted within thirtv (30) days following a Certification Unit 
determination of ineligibility is received by the Eligibility Worker. 

VI. CERTIFICATION OF HOUSEHOLD 

A. Application Process. 

1. General Purpose. The Application Process includes completing, signing, and 
filing an Application For Nutrition Assistance Form (201C), being 
interviewed, submission of required documents, and having certain 
information verified if necessary. 

2. Nutrition Assistance Program Application Form. Only a State Agency 
Nutrition Assistance Program approved Application Form may be used, 
which shall include all of the Household Members' names (including 
ineligible and disqualified members listed and highlighted following the 
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names of Eligible Household Members, for proper prorating income and 
record purposes, etc.), birth dates, social security numbers, and the 
Disqualification Penalties for willful misrepresentation in clear, prominent, 
boldface lettering, etc. 

3. Filing an Application Form. The Adult Head of Household or its 
Authorized Representative shall file an Application Form for participation 
in the Program by submitting the form to a Certification Unit Official or a 
designated Nutrition Assistance Program Official. The Certification Unit 
Official shall document the date an Application Form is received with 
required documents as applicable and process the Application Form no 
later than thirty (30) days. The Adult Head of Household or its 
Authorized Representative may file an incomplete Application Form as 
long as the Application Form contains (at the least) the Head of 
Household's name, address and telephone contact number and is signed 
by either the Adult Head of Household or its Authorized Representative, 
or with certain pending required documentation. Subject Application 
Form shall be on Pending Status for no later than thirty (30) days or until 
required information or documentation is made available to Certification 
Unit. At which time, Certification Unit shall take appropriate action in 
the determination of the Household's eligibility or ineligibility. The 
Certification Unit Official shall ensure that the Adult Head of Household 
or its Authorized Representative understands each section of the Application 
Form before signing, particularly those sections dealing with reporting 
changes within ten (1 0) days, willful misrepresentation, and penalties for 
violations. 

4. Birth Certificate. Certified copies of Birth Certificate (BC), either from 
the court or any church of religious institution must be provided for each 
Household Member (eligible and ineligible). As an alternate document, a 
copy of Birth and Baptismal Certificate, Certificate of Identity, or 
Passport may be accepted. 

* 5 .  Social Security Number. Each member of the Household (eligible and 
ineligible) must have a copy of a United States Social Security Number 
(SSN) Card. As an alternate document, only an official document from 
the Social Security Administration Office may be accepted. Additionally, 
for a new applicant on Social Security Number Card, the Receipt For 
Application Form bearing the new applicant's name from Social Security 
Administration may be accepted and the subject shall be included in the 
Program right away; however, within thirty (30) days following 
submission of the latter a copy of the actual Social Security Number Card 
must be filed at Certification Unit or the affected individual will risk 
Disqualification. Disqualification may be waived for good cause. 
*Amendment 1 -8 5. 
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6. Notarized Sworn Affidavit. 

a. A Household with no one gainfully employed is required to provide a 
Notarized Sworn Affidavit from the provider(s) declaring they are 
responsible for the Household's Basic Needs, for instance, housing, 
auto transportation, utility and laundry expenses, monetary 
contribution, etc., as applicable. Otherwise, if the Household is 
routinely receiving on a continual monthly basis any type of unearned 
income, such as, Social Security Benefits, Supplemental Security 
Income, Child-Support Payment, etc., that is less likely to fluctuate in 
the months ahead, the Household may declare on a Notarized Sworn 
Affidavit that hisher or the family's Basic Needs are generally 
derived from such income. Said Affidavit must be signed under 
penalty of perjury. 

b. A single parent with at least one (1) minor dependent under eighteen 
(18) years of age should submit a Notarized Sworn Affidavit declaring 
the biological father or mother of the child and the current Child- 
Support status. Said Affidavit must be signed under penalty of 
perjury. As an alternative, a copy of Court Order Document or 
Divorce Decree, as applicable, certified by the Clerk of Court may be 
accepted for this purpose if the Child-Support matter is declared. 

c. A Household claiming lack of Child-Support Payment rightfully due, 
as opposed to a Court Order Document or Divorce Decree certified by 
the Clerk of Court declaring that a named defendant is obligated to 
provide a disclosed amount in Child-Support in regular intervals (per 
biweekly, pay period, monthly, etc.), should furnish a Notarized 
Sworn Affidavit declaring lack of compensation in order for 
Certification Unit to waive anticipated income ordered by the Court 
momentarily. Said Affidavit must be signed under penalty of perjury. 

d. A legally married Household Member separated from the spouse and 
claiming a minor dependent(s) should submit a Notarized Sworn 
Affidavit declaring the separation and the present Child-Support 
status as applicable. Said Affidavit must be signed under penalty of 
perjury. 

7. Marital Status. A legally married member or couple in the Household 
must provide a copy of Marriage Certificate, Marriage License, Marriage 
Contract or Certificate of Matrimony. 
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8. Divorce Decree. A legally divorced member or couple in the Household 
should submit a copy of the Divorce Decree, especially if the Household 
Member is claiming a minor dependent(s) born from prior marriage. 

9. Death Certificate. A copy of Death Certificate should be provided for a 
deceased immediate family member in the Household. At State Agency 
Nutrition Assistance Program discretion, this may be waived upon 
determination that it is not relevant. This will be on a case by case basis. 
Additionally, a copy of the Funeral Announcement reflecting the latter 
from the locally published newspaper or other newspaper publication 
may be accepted as alternate document. 

10. Northern Marianas Housing Corporation (NMHC) Record. A Household 
occupying or residing at  a housing unit from the Northern Marianas 
Housing Corporation or under the Voucher Program from Northern 
Marianas Housing Corporation must submit a copy of the Lease Contract 
Agreement or other acceptable alternate Housing Record. 

11. Labor and Immigration Documents. 

a. A Non-Resident Contract Worker whose dependent child(ren) is in 
the Program should submit the valid Labor and Immigration 
Documents, such as, Entry Permit, Foreign Passport, Employment 
Contract, Immigration Identification Card, Labor Case copy, 
Temporary Work Authorization, Administrative Order from Labor, 
etc., as applicable. If a certain document is under process at Labor or 
Immigration at the time of Application, an official receipt may be 
temporarily accepted in lieu of the required document, as long as 
check stubs or Employer Certification to account for the three (3) 
latest earnings is submitted and prorated for the determination of 
eligibility and level of benefit. 

b. A legal alien lawfully married with a United States Citizen should 
provide a copy of the Foreign Passport and Entry Permit or Green 
Card, as applicable. 

12. Household Cooperation. To determine eligibility, the Nutrition Assistance 
Program Application Form must be completed and properly signed, the 
Adult Head of Household or its designated Authorized Representative 
must be interviewed, and certain information on the Application Form must be 
verified whenever it warrants necessary. If the interviewee refuses to 
cooperate with the Certification Unit Official in completing this process, 
without good cause, the Application Form shall be denied for the month the 
Household is applying for. 
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B. Interviews. 

1. An Applicant Household is required to attend in full session a Mass 
Orientation conducted by a Nutrition Assistance Program Official before 
being scheduled for the formal interview at Certification Unit; however, 
those that received their Food Stamp Benefits, or, have previously 
attended an Orientation, two (2) months or less prior to application for 
eligibility shall not be obligated to attend another Orientation. They 
should check with the Certification Unit Supervisor to schedule them for 
the formal interview. A Mass Orientation is conducted by a Nutrition 
Assistance Program Official in order to explain about critical Program 
Requirements, Regulations, Policies, and Standard Procedures, and is 
scheduled twice weekly, once in English version and the other in the local 
vernacular Chamorro version, at the Saipan Main Office. Following each 
Orientation those in attendance are then prepared and scheduled for 
interview approximately two (2) or more days thereafter. Subsequently, 
the Adult Head of Household or its Authorized Representative shall have 
an interview with an Eligibility Worker prior to Certification. Additional 
interviews may be required periodically by the Certification Unit to discuss 
Household circumstances and Program rights and responsibilities. When a 
face-to-face interview is not possible for residents of the islands north of 
Saipan because of transportation difficulties, or if the applicant objects to 
radio phone interview for reasons of privacy, the interview can be conducted 
by correspondence transmitted by an Authorized Representative. 
Additionally, one (1) each semi-annual Mass Orientation is conducted by 
Nutrition Assistance Program Personnel in Tinian and Rota to properly 
educate active clients and potential applicants what the Program is all 
about. However, at  State Agency Nutrition Assistance Program 
discretion, Nutrition Assistance Program Personnel may conduct 
Orientations for those Island Centers whenever it warrants necessary. 

2. The Program Administrator may postpone the interview for persons residing 
on the islands north of Saipan until after the Household is certified if the 
Household appears to be eligible. 

3. At Program Administrator's discretion, an Adult Head of Household or its 
Authorized Representative may be interviewed in the home. 

4. On behalf of a Household, the individual subject for interview may be the 
Adult Head of Household or its Authorized Representative. The 
Certification Unit Official shall explore and resolve unclear or incomplete 
information with the Adult Head of Household or its Authorized 
Representative. The Adult Head of Household or its Authorized 
Representative shall be advised of their rights, responsibilities, such as, 

- - A  

reporting potential changes in Household circumstances within ten (10) 
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days, and penalties for violations before the interview is concluded. 
Nutrition Assistance Program facilities shall be adequate to preserve the 
privacy and confidentiality of the formal interview. 

5. The Nutrition Assistance Program Authorization for Release of 
Information Form, or Waiver Form, shall be signed by the Adult Head of 
Household or its Authorized Representative if the Head of Household is a 
minor or disabled at the time of initial Application for participation or 
subsequently thereafter; and, subject document shall remain in effect 
indefinitely, even if the subject case becomes inactive. The document may 
be used to officially obtain and verify information being reported to the 
Program from appropriate agencies and institutions, etc. 

C. Verification. 

Verification is the use of documentation, third party information, Collateral 
Contacts, or Home Visits, to establish the accuracy of the statements on the 
Application Form in order to determine the eligibility or ineligibility of the 
Household. 

1. Mandatory Verification. 

a. Average gross monthly income and resources shall be verified for all 
Households prior to Certification, except where all attempts to verifjr 
average gross monthly income and resources have been unsuccessful 
either because the person or organization responsible for the required 
information has failed to cooperate with the Household and the 
Certification Unit or because other sources of verification are 
unavailable. In such cases, the Certification Unit Personnel shall 
determine the average gross monthly income and resources amounts to 
be used for Certification purposes based on the best available information. 

b. Household composition and citizenship status shall also be verified prior 
to Certification of the Household by requiring the Household to submit 
Birth Certificate copies for each Household Member; Notarized or Court 
Sealed Affidavit of Customary Marriage; Marriage Certificate; 
1040CM Tax Form; School Records; Notarized Sworn Affidavit or 
Court Sealed Guardianship and Custodial Documents; Valid Labor 
and Immigration Documents; Passport; Certificate of Naturalization; 
Current Commonwealth of the Northern Mariana Islands Voter 
Registration Card; Certificate of Identity; and, Northern Marianas 
Housing Corporation Records, etc., at  State Agency Nutrition 
Assistance Program discretion upon request and whenever it 
warrants necessary. 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19.2001. PAGE 18460 



*c. Social Security Numbers shall also be verified prior to Certification of the 
Household. At Initial Certification, the applicant shall be required to 
provide copies of Social Security Number Cards or acceptable alternate 
documentation from Social Security Administration Office that would 
verie the Social Security Number of each Household Member. Members 
added to the Household during subsequent Recertification shall be 
required to present copies of Social Security Number Cards or 
acceptable alternate documentation from Social Security Administration 
Office to verifl their Social Security Number. *Amendment 1-85. 

d. A minor who is not the biological or legally adopted child of a 
particular Household shall be required a Power of Attorney or Legal 
Guardianship or Custodial Document from the biologicaYadoptive 
parent(s) or  Placement Agreement from a recognized Child Welfare 
Agency or entity in order to be included for determination of 
eligibility and level of benefit. At State Agency Nutrition Assistance 
Program discretion, applicable most recent 1040CM Tax Form filed 
at  the Division of Revenue and Taxation may be required andlor 
School Certification. 

Verification of Questionable Information. Eligibility Criteria other than 
income, resources, Household size, and citizenship status shall be verified 
prior to Certification only if they are questionable. To be considered 
questionable, the information on the Application Form must be inconsistent 
with statements by the applicants or inconsistent with other information 
received by the State Agency Certification Unit. 

Responsibility for Obtaining Verification. The Adult Head of Household or 
its Authorized Representative has primary responsibility for providing 
documentary evidence or an acceptable Collateral Contact to support its 
income statements and to resolve any questionable information. However, the 
Eligibility Worker may accept any reasonable evidence provided by the Adult 
Head of Household or its Authorized Representative and shall be primarily 
concerned with how adequate the verification proves the statements on the 
Application Form. 

D. Documentation. 

Case Files must be documented to support a determination of Eligibility, 
Withdrawal, Termination, or Denial. Documentation shall be in sufficient 
detail to permit a Reviewer, such as the Certification Unit Supewisor, 
Management Evaluation Unit Official, or other Nutrition Assistance 
Program Personnel, to determine the reasonableness and accuracy of the 
determination. With regards to Tinian and Rota Cases, documented entries 
may be accepted behind subject Application Forms utilized during the 
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Interview Process, or, other forms of documentation made on separate 
documents as to what transpired during the subject interviews with 
respective cases. The Certification Unit Official shall make constant entries, 
as may deemed necessary, on the Contact Sheet in the Case File to document 
communications on behalf of the Household, whether by phone, correspondence, 
or face contact. Moreover, the Certification Unit Official shall reference on 
pertinent documents submitted by the Household for Nutrition Assistance 
Program Records, a t  a minimum, the Case Number, Eligibility Worker, date 
of receipt, and histher acknowledged signature. Subsequently, the 
Certification Unit Official shall properly file in appropriate Case Files or  
other Nutrition Assistance Program Record such documentary evidence 
accordingly. 

E. Application (APP) Processing Standards. 

The Certification Unit Personnel shall process all Application Forms so that 
eligibility is determined and appropriate benefits provided within thirty (30) 
days following receipt of a signed Application Form. An Application Form is 
filed the day the Certification Unit Official receives an Application Form 
which contains the Head of Household's name and address and which is 
signed by either the Adult Head of Household or its Authorized 
Representative, at  the least. Each Application Form processed by each 
Eligibility Worker shall be reviewed thoroughly by the Certification Unit 
Supervisor to ensure that, at the least, it is completed properly and 
signed, required documents are obtained, income is computed 
accordingly and accurately, and the benefit computation is correct. 

2. Expedited Service. The Program Administrator may at his discretion make 
provisions to expedite service to Households in extreme need. However, 
mandatory verification and procedures shall not be waived in order to provide 
expedited service. 

F. Authorized Representatives (Ah) .  

Once an Application Form is filed, the Certification Unit Official shall 
determine from the Household circumstances whether to allow an Authorized 
Representative for the Household. The Certification Unit Supervisor shall 
allow Authorized Representatives for Households not residing on Rota, Tinian or 
Saipan. Households residing on Rota, Tinian and Saipan may be allowed use of 
an Authorized Representative if the Certification Unit Supervisor determines 
that the use of an Authorized Representative is necessary to provide the 
Household with an opportunity to participate in the Program. If the Household is 
allowed an Authorized Representative, the representative can act for the 

- -  

Household in one (1) or all of the following capacities: 
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Representing the Household in Certification Interviews with Certification 
Unit Official. Adults who are Household and Non-Household Members 
may be designated as Authorized Representatives if they are sufficiently 
aware of the relevant Household circumstances. Certified Authorized 
Representatives may be allowed to perform initial interview and periodic 
Recertification at  Certification Unit on behalf of the Household. 

Acting as Liaison between State Agency Nutrition Assistance Program and 
the Household. An Authorized Representative shall transmit documents 
concerning Household participation to the Household and to the State Agency 
Nutrition Assistance Program. 

Obtaining Food Stamps or Nutrition Assistance Program Coupons. An 
Authorized Representative of the Household may be designated to obtain 
Food Stamp Coupons from the Issuance Agent. Designation shall be made 
at the time the Application Form is completed and certified approved. State 
Agency Nutrition Assistance Program may issue Food Stamp Coupons to 
either the Adult Head of Household or its Authorized Representative in 
accordance with the Issuance provisions of this Manual. 

Using Food Stamps or Nutrition Assistance Program Coupons. An 
Authorized Representative may be designated to conduct transactions with 
the Food Stamp Coupons to purchase eligible items from Authorized 
Retailers for a participating Household. 

G. Certification Periods. 

* 1. Certification Periods. The State Agency Certification Unit shall establish 
one (1) month periods of eligibility conforming to calendar months. A 
Household is considered to be participating each month, after initial eligibility 
is established, if it utilizes its Authorized to Participate Card to obtain Food 
Stamp Coupons for that month. Applications which are received by the tenth 
(1 oh) of the month and no later than the twentieth (20'~) of the month shall 
still be considered for participation during the month. However, with the 
exception of ongoing Active Cases, such applicants determined eligible shall 
be issued only half-a-month's allotment. Applications received after the 
twentieth (20') of the month shall not be considered for participation during 
the month unless it is an extreme case of emergency. In such an emergency, 
applicants determined eligible shall be issued only half-a-month's allotment. 
Emergency Issuance after the twentieth (20') of the month shall require the 
written recommendation of the Program Administrator and the written 
approval of the Department of Community and Cultural Affairs Secretary. 
*Amendment 1 -86. 

t 
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2. Initial Certification. The Certification Period shall be based on the 
predictability of the Household's circumstances, but it shall not exceed three 
(3) months for all Households except for Households consisting entirely of 
elderly persons (55 or older), permanently disabled, and/or minors under the 
age of eighteen (1 8), which may be certified up to six (6) months, or  even one 
(1) year, provided that required documents are submitted accordingly. 
Only Supplemental Security Income Cases shall be certified longer than 
three (3) months at  State Agency Nutrition Assistance Program 
discretion. A 3-Month Certification Period shall be granted to 
Households where there is a t  least one (1) member gainfully employed. 
Households which cannot reasonably predict what its circumstances will be in 
the near future, or when there is a substantial likelihood of frequent and 
significant changes in income or Household status may be certified for as 
short a Certification Period as one (1) month. (Examples: part-time or 
commission employees, day laborers, etc., if income is uncertain and subject 
to large fluctuations during the work season due to the uncertainty of 
continuous employment, bad weather and other circumstances, and 
occasional sale of local fish and farm produce, etc.). Zero Income 
Households, or Households with no wage earners, shall be certified initially 
for no longer than one (1) month. However, if the only source of income is 
Social Security Benefit, Child-Support Payment, or  Monetary 
Contribution, etc., and it remains consistent in consecutive months, the 
Certification Period may be extended to two (2) months. Zero Income 
Household Questionnaire (ZIQ) shall be processed by the Eligibility 
Worker to determine the providers responsible for the Household's Basic 
Needs; and, it should be updated every six (6) months thereafter for as 
long as the zero income status remains unchanged. Certification Unit 
shall designate a separate filing system for all Zero Income Household 
Cases for easy identification and monitoring of expiration dates. The 
Certification Unit Supewisor shall be responsible in ensuring that the 
timely processing of Zero Income Household Questionnaires and 
compliance with this procedure are performed accordingly by the 
Eligibility Workers. Once eligibility and level of benefits are determined, 
the Certification Unit shall prepare and process a Notice of Disposition 
(NOD) Form and transmit it to the Issuance and Accountability Unit 
where the Authorization to Participate Card shall be prepared for 
Issuance during the first five (5) working days of the month following the 
month of Application, or as otherwise provided in this Manual. 

H. Certification Notices. 

1. Notice of Eligibility. If determined eligible the Household shall be provided a 
written Notice of Eligibility, or Notice of Disposition, from Certification 

- Unit Office within the 30-Day Processing time. The Notice of Disposition 
shall inform the Household of the initial allotment and the next scheduled 
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date and time of the appointment for Recertification at  Certification Unit, 
at  the least. The Adult Head of Household or its Authorized 
Representative shall be provided with its Food Stamp or Nutrition 
Assistance Program Identification Card at the same time that it receives the 
initial Notice of Eligibility. The Notice of Disposition shall be provided to 
Households to reflect any positive action by the Certification Unit Official 
on a change in the Household's circumstances during a Certification Period if 
there is at least one (1) month remaining in the Household's current 
Certification Period. The Eligibility Worker shall indicate on the notice the 
remaining period of Certification, and the new Household size and benefits, as 
appropriate. With regards to Pending Cases, these Cases are centralized 
in a designated filing system at Certification Unit and are properly 
labeled by dates and monitored on a daily basis by respective Eligibility 
Workers and the Unit Supervisor. All Pending Cases must be constantly 
followed up to determine the status and take appropriate action prior to 
the expiration of or on the final day of the 30-Day Application Processing 
Period. After this period, the Case File without action shall be deleted 
from the Program immediately and processed Withdrawal. 

Notice of Denial. If the Application is denied, the Eligibility Worker shall 
provide the Household with written Notice of Denial, via the Notice of 
Disposition, by mail or at the Certification Unit Office within the processing 
time. The Notice of Disposition shall explain the basis for Denial, the Adult 
Head of Household or its Authorized Representative's right to request an 
Agency Conference or a Fair Hearing, and the name, telephone number and 
address of the person to contact for additional information. 

Notice of Adverse Action (214C). A Notice of Adverse Action shall be 
provided to the Household any time the Household's benefits are reduced or 
terminated and there is still at least one (1) month remaining in the 
Household's current Certification Period. 

a. The Certification Unit shall provide the Adult Head of Household or its 
Authorized Representative a Notice of Adverse Action by mail within 
ten (1 0) days of the date of discovery of a Household circumstance which 
requires the Household's benefits to be reduced or terminated. Examples 
of a change in Household circumstance which could result in reduction or 
termination of benefits are: 

i. Increase in Household Income. 

ii. Acquisition of liquid resources which exceeds Nutrition Assistance 
Program allowable limits. 
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iii. Reduction in Household size because of a Household Member's 
departure, death, or Disqualification for Fraud or failure to meet Work 
Registration Requirements. 

In such instances the State Agency Nutrition Assistance Program shall 
allow the Adult Head of Household or its Authorized Representative at 
least ten (10) days from the date of the notice until the effective date of the 
reduction or termination of benefits, to request an Agency Conference or a 
Fair Hearing if the Adult Head of Household or its Authorized 
Representative disagrees with the Adverse Action. Upon receipt of a 
request for an Agency Conference or Fair Hearing from the affected 
Household within the 10-Day Notice Period, the State Agency Nutrition 
Assistance Program shall defer any Adverse Action until the Agency 
Conference or Fair Hearing is concluded and a decision is reached and 
rendered by the Hearing Officer. If no request is received from the 
affected Household within the 10-Day Notice Period, then the State 
Agency Nutrition Assistance Program shall effect the Adverse Action as 
scheduled even if a Fair Hearing request is subsequently received before 
the effective date of the Adverse Action. 

b. If a Household's benefit must be reduced or terminated within the 
Certification Period because one (1) of its members is or is being 
disqualified pursuant to the provisions of the Manual, the Eligibility 
Worker shall issue a Notice of Adverse Action which informs the 
Household that either the entire Household or one (1) or more of its 
members are being disqualified, the reason for the Disqualification, and 
the eligibility and benefit level of the remaining members if only a 
member is disqualified. 

c. As a clarification, the following illustration may be helpful: 

i. Household "A" is certified from July 1 through September 30. 

ii. Household "A" either reports a change or the Certification Unit 
Official discovers a Household circumstance on August 15, which 
requires a reduction or termination of benefits. 

iii. The Certification Unit Official must act on the reported or discovered 
change no later than August 25. 

iv. If Certification Unit Official provides the Household a Notice of 
Adverse Action by August 2 1, benefits shall be reduced or terminated 
(as appropriate) on September 1, unless Household "A" requests an 
Agency Conference or Fair Hearing which could not be scheduled 
before September 1. 
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v. If Certification Unit Official does not send a Notice of Adverse 
Action by August 2 1, benefits may not be reduced or terminated for 
Household "A" in September because adequate ten (10) day notice 
cannot be sent to Household "A" prior to the effective date of the 
Adverse Action, September 1. 

vi. If the Certification Unit Official sends a Notice of Adverse Action on 
August 16, Household "A" has until August 26 to request an Agency 
Conference or a Fair Hearing. 

vii. If the Agency Conference or Fairing Hearing Request is not received 
by August 26, the Adverse Action takes effect on September 1, even if 
a request for Agency Conference or Fair Hearing is subsequently 
received prior to September 1. 

4. Other Written Adverse Notices. 

a. Notice of Claim against the Household. A Written Notice of Claim, 
which is the Initial Repayment Notice (218C), shall be sent via 
Certified Mail with Return Receipt to the Household at least ten (1 0) 
days before the effective date of the Collection Action. At a minimum, 
the notice shall indicate the total amount of Over Issuance Charge 
being discovered and an explanation of the Over Issuance Charge 
(such as: Fraud Determination, Non-Compliance with Work 
Registration Requirements, failure to report increases in income or 
reductions in Household size, duplicate participation, etc.) including 
the Issuance and Accountability Unit Supervisor's signature. 

b. Notice of Disqualification. A Written Notice, which is the Notice of 
Disposition, shall be provided to the affected Household at least ten (10) 
days before the effective date of Disqualification. At a minimum, the 
notice shall indicate the period of Disqualification of the Household from 
participation in the Nutrition Assistance Program (minimum: three 
months, maximum: one year); the reason for the Disqualification, such 
as, Administrative Determination of Fraud, voluntary quit or reduction of 
work hours, or transfer of resources in order to qualify for the Program; 
and, a citation of any pertinent section of the Nutrition Assistance Program 
Manual. 

5. Nutrition Assistance Program Newsletter and Issuance Schedule. 

a. Each month a new edition of the Nutrition Assistance Program 
Newsletter is issued to each Household on Issuance Week, which is the 
first five (5) working days of the month, or on another day otherwise 
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specified (during Over The Counter Issuance) when the benefit is 
picked up; also, the last batch Over The Counter Issuance for the 
month shall be issued on the twenty-first (21st) of the month or on the 
next work day if it falls on a weekend or Legal Holiday. The 
publication contains valuable nutritional information and health tips, 
including announcements of vital interest to the Household regarding 
the Program. 

b. The Newsletter also lists the Issuance Schedule for the succeeding 
month based on the alphabetical order of the Head of Household's 
last name. The schedules of distribution of benefits on Issuance Week 
are in the order of A-C, D-L, M-R, S-Y, and Open' Day. Open Day, 
which is on the fifth (5'3 day, is generally resewed for those 
Households that failed to pick up their benefits on their regular 
schedule during Issuance Week 

6. Distribution of Tinian and Rota Benefits on Saipan. Tinian and Rota 
Households that wish to pick up their benefits on Saipan must submit or 
fax in writing their request at  least five (5) working days prior to the 
scheduled monthly Off-island Trips. The Adult Head of Household or its 
Authorized Representative must sign the request. At Program 
Administrator's discretion, requests under extenuating circumstances 
may be taken into serious consideration and approved on a case by case 
basis. 

I. Recertification. 

At the expiration of each Certification Period, entitlement to Nutrition Assistance 
Program Benefits ends. The Household is officially notified from the Notice of 
Disposition processed after each Recertification is completed the next 
appointment date and time it is required to recertify at Certification Unit for 
the next Certification Period. Further eligibility shall be established only upon 
Recertification based upon a newly completed and signed Application Form, an 
interview, and verification as required herein. Under no circumstances shall 
benefits be continued beyond the end of a Certification Period without a new 
determination of eligibility. At Recertification, the Eligibility Worker shall verifj 
changes in income, resources and other Household circumstances. All other 
changes reported at the time of Recertification shall be subject to the same 
verification procedures used at the Initial Certification. 

J. Determining Household Eligibility and Benefit Level. 

1. Month of Application. 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18468 



a. The eligibility and level of benefits for most Households submitting an 
initial Application Form shall be based on circumstances for the entire 
calendar month in which the Adult Head of Household or its 
Authorized Representative filed its Application Form. A Household's 
eligibility and benefit level shall be determined for the month of 
Application by considering the Household's circumstances for the entire 
month. 

b. Eligibility and the level of benefits for Recertifications shall be determined 
based on circumstances anticipated for the Certification Period starting the 
month following the expiration of the current Certification Period. If an 
Application Form for Recertification is not received until after the current 
Certification Period has expired, the month of Application shall be the 
month in which the Application Form was filed, as for any Initial 
Application. 

c. Because of anticipated changes, a Household may be eligible for the 
month of Application, but ineligible in the subsequent month. The 
Household shall be entitled to benefits for the month of Application even 
if the processing of its Application Form results in the benefits being 
issued in the subsequent month. Similarly, a Household may be ineligible 
for the month of Application, but eligible in the subsequent month due to 
anticipated changes in circumstances. To establish eligibility for the 
subsequent month, the Adult Head of Household or its Authorized 
Representative must file a new Application Form upon expiration of the 
30-Day Application Processing Period. 

2. Determining Resources. The Household's resources at the time the 
Application Form is filed shall be used to determine the Household's 
eligibility. 

3. Determining Income. 

a. Anticipating Income. For the purpose of determining the Household's 
eligibility and level of benefits, the State Agency Certification Unit shall 
take into account the averaged gross monthly income already received by 
the Household during the Certification Period and any anticipated income 
the Household and the Certification Unit Official are reasonably certain 
will be received during the remainder of the Certification Period. If the 
amount of income that will be received, or when it will be received, is 
uncertain, the Certification Unit Official shall not count that portion of the 
Household's income that is uncertain. For example, job or recently 
applied-for public assistance benefits may be uncertain as to the timing 

r: -- -.: and amount of the initial payment. These money shall not be anticipated 
by the Certification Unit Official unless there is reasonable certainty 
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concerning the month in which the payment will be received and in what 
amount. If the exact amount of the income is not known that portion of it 
which can be anticipated with reasonable certainty shall be considered as 
income. In cases where the receipt of income is reasonably certain but the 
monthly amount may fluctuate, the Certification Unit Official may elect 
to average the income. 

b. Income received during the past thirty (30) days shall be used as an 
indicator of the income that is and will be available to the Household 
during the Certification Period. However, the Certification Unit Official 
shall not use past income as an indicator of income anticipated for the 
Certification Period if changes in income have occurred or can be 
anticipated. If income fluctuates to the extent that a 30-Day Period alone 
cannot provide an accurate indication of anticipated income, the 
Certification Unit Official and the Household may use a longer prior 
period (at least two months but preferably three months) if it will provide a 
more accurate indication of anticipated fluctuations in future income. In 
such cases, the Certification Unit Official shall use pay documents (pay 
stubs, check stubs, pay slips), or the Nutrition Assistance Program 
Employer Statement of Earnings @SE) to be completed by the 
employer, which indicate the actual income to the Household from the 
three (3) most recent pay periods prior to the Household's Application or 
Recertification. The Certification Unit Official shall average the actual 
gross amounts indicated on the pay documents and convert the averaged 
amount to a monthly gross income figure (if the pay periods documented 
are more frequent than monthly, i.e., weekly or biweekly). Similarly, if the 
Household's income fluctuates seasonally, it may be appropriate to use the 
most recent season comparable to the Certification Period, rather than the 
last thirty (30) days, as one (1) indicator of anticipated income. The 
Certification Unit Official shall exercise particular caution in using 
income from a past season as an indicator of income for the Certification 
Period. In many cases of seasonally fluctuating income, the income also 
fluctuates from one (1) season in one (1) year to the same season in the 
next year. However, in no event shall the Certification Unit Official 
automatically attribute to the Household the amounts of any past income. 
Earnings with less than sixty (60) hours per pay period, with or 
without overtime, shall be converted to the standard eighty (80) hours 
base salary, unless, a valid justification is submitted (such as: an 
Employer or Doctor's Certification attesting to the reduction in hours 
or a sicWdeath in the immediate family, respectively, that contributed 
to the shortage in payroll; a copy of Death Certificate should be 
provided for a Household Member that passed away). This also 
applies to refusal to work overtime without good cause. Income of 

< - ineligible Micronesians shall be prorated as is, and earned income of a 
person aged fifty-five (55) and older and a Legal Alien lawfully 
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married with a United States Citizen shall be taken into account as is 
too. However, for the Non-Resident Contract Worker claiming lack 
of compensation for whatever reason, unless there is an official 
document from the Division of Labor (Department of Labor and 
Immigration) to substantiate, the salary indicated on the valid 
Employment Contract shall be honored and prorated for 
determination of eligibility and level of benefit. 

c. Income anticipated during the Certification Period shall be counted as 
income only in the month it is expected to be received, unless the income 
is averaged. Whenever a full month's income is anticipated but is 
received on a weekly or biweekly basis, the Certification Unit Official 
shall convert the income to a monthly gross income by multiplying weekly 
gross amounts by 4.33 and biweekly gross amounts by 2.15, or use the 
exact gross monthly figure if it can be anticipated for each month of the 
Certification Period. Non-recurring lump sum payments shall not be 
counted as income. 

d. Wages held at the request of the employee shall be considered income to 
the Household in the month the wages would otherwise have been paid by 
the employer. Advances on wages shall count as income in the month 
received only if reasonably anticipated as defined herein. 

e. Households receiving assistance payments, such as, Supplemental Security 
Income or Social Security Benefits, on a recurring, monthly basis, shall not 
have their monthly income from sources varied merely because mailing 
cycles may cause two (2) payments to be received in one ( I )  month and 
none in the next month. 

4. Income Averaging. 

a. The Certification Unit Official shall have an applicant's income 
averaged. To average the gross monthly income, the Certification Unit 
Official shall use the Household's anticipation of income fluctuations over 
the Certification Period. The number of months used to arrive at the 
average gross monthly income need not be the same as the number of 
months in the Certification Period. For example, if fluctuating income for 
the past thirty (30) days and the month of Application are known and, with 
reasonable certainty, are representative of the income fluctuations 
anticipated for the coming months, the gross income from the three (3) 
known months may be averaged and projected over a Certification Period 
of longer than three (3) months (such as Supplemental Security Income 
Cases). 
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b. Households which, by contract or self-employment, derive their annual 
income in a period of time shorter than one (1) year shall have that income 
averaged over a 12-Month Period, provided the income from the contract 
is not received on an hourly or piece-work basis. Additionally, copies of 
the Business License and the latest Business Gross Revenue Tax 
(BGRT) should be furnished at  the time of Application to determine 
the average gross monthly income. These Households may include 
taxi operators, fishermen, farmers, and other self-employed 
Households. Further, for those who are engaged in such activities 
without a Business License and only on occasions, receipts declaring 
the Customer's Name, Date, Type of Income (such as: house rental, 
local fish sale, betelnut sale, local vegetables and other farm produce 
sale, etc.), Amount of Sale, and the Customer's acknowledged 
Signature should be submitted on the next Recertification. 

5. Calculating Income and Benefit Level. 

a. To determine a Household's average monthly gross income, the 
Certification Unit Official shall add the monthly gross income earned by 
all Household Members and all unearned income from all sources. Round 
the product up if it ends in fifty cents (SO) through ninety cents (.99) and 
down if it ends in one cent (.01) through forty-nine cents (.49). To arrive 
at the average gross monthly income, weekly earnings shall be 
multiplied by 4.33, biweekly earnings by 2.15, semi-monthly earnings 
by 2, and monthly earnings by 1. 

b. The total average gross monthly income shall be compared to the 
Maximum Gross Monthly Income on the Income Eligibility Standards 
for the appropriate Household size to determine the Household's 
eligibility. 

c. If eligible, the earned income deduction, ten-percent (1 0%) of the 
Household's earned income if any, shall be subtracted from the 
Household's average monthly gross income to obtain the Household's 
monthly net income. 

d. The Household's monthly net income shall be multiplied by thirty percent 
(30%). The product shall be rounded down if it ends in one cent (.01) 
through forty-nine cents (.49) and rounded up if it ends in fifty cents (SO) 
through ninety cents (.99). 

e. The product shall be subtracted from the Maximum Monthly Coupon 
Allotment for the appropriate Household size to determine the 
Household's monthly benefit level. Each Eligible Household shall receive 

f - 
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a minimum monthly benefit of twenty dollars ($20) per Household 
Member. 

6. Housing Requirement. Under the Housing Requirement, the Household 
should be residing independently from other family members or 
individuals, and equipped with a proper sanitary kitchen facility. Either 
indoors or outdoors, there should be a proper place to prepare, cook, and 
consume their meals. However, if the Household is cohabiting with 
another family or individual that they do not wish to be included for the 
purpose of eligibility and benefit level, because they do not commonly 
purchase food and prepare meals for consumption with the subject 
Household, an alternate cooking facility is recommended for the 
Household, at  the least. This consideration shall be extended on a case by 
case basis at State Agency Nutrition Assistance Program discretion. 
Additional interpretation of Housing Requirement is also reflected under 
Household Concept on section V.A.l, 2 and 3 above. 

K. Reporting Changes. 

1. Household Responsibility to Report Changes. The Adult Head of 
Household or its Authorized Representative is required to report the 
following changes in circumstances to its assigned Eligibility Worker 
within ten (10) days after effect: 

a. Changes in the sources of income or in the amount of average gross 
monthly income; 

b. All changes in Household composition, such as, the addition or loss of a 
Household Member; 

c. Changes in residence; 

*d. When cash on hand, Stocks, Bonds, money in a bank or Savings 
institution, Savinps Certificates, Time Certificate of Deposit (TCD), 
andlor Negotiable Instruments reach or exceed a total of two thousand 
dollars ($2,000), or, three thousand dollars ($3,000), as applicable. 
*Amendment 1-87. 

2. Reporting Changes. The State Agency Certification Unit shall require the 
Adult Head of Household or its Authorized Representative to report 
changes within ten (10) days of the date the change becomes known to the 
Household. Reports of changes may be done personally, by telephone 
contact or in writing addressed to the assigned Eligibility Worker of the 

I - 
Household. In either case, the Certification Unit Official shall document 

I , 
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any reported changes on the Contact Sheet in the Case File. If written, the 
document shall be filed with the current Application Form. 

3. Action on Changes. The Certification Unit Official shall take prompt action, 
within three (3) working days, on all changes to determine if the change 
affects the Household's eligibility or allotment. 

a. Increase in Benefits. 

i. For changes which result in an increase in a Household's benefit due to 
the addition of a new Household Member who is not a member of 
another Certified Household or due to a decrease in the Household's 
gross income, the Certification Unit Official shall make the change 
effective the month following the month in which the change is 
reported provided the required verification is completed prior to the 
start of that month following the month in which the change is 
reported. 

ii. Required verification may be obtained prior to the issuance of the 
monthly allotment after the change is reported. In such case, until the 
Household provides verification, the Household's benefits will remain 
at the original benefit level. In cases where the Certification Unit 
Official has determined that an Adult Head of Household or its 
Authorized Representative has refused to cooperate to verifjr 
reported changes, without good cause, the Certification Unit Official 
shall terminate the Household's eligibility for at least one (1) month. 

b. Decrease in Benefits. If the Household's benefit level decreases or the 
Household becomes ineligible as a result of the change, the Certification 
Unit Official shall issue a Notice of Adverse Action within ten (10) days 
of the date the change was reported. The Notice of Adverse Action shall 
provide the Household ten (1 0) days to contest the Adverse Action. If the 
Adult Head of Household or its Authorized Representative does not 
respond within the ten (10) days notice given, the decrease in benefit level 
shall take effect at the next scheduled issuance of benefits. 

4. Failure to Report Changes. If the Certification Unit Official discovers that 
the Household failed to report a change as required, without good cause, and 
as a result received benefits to which it was not entitled, the Certification 
Unit Official shall file a Claim against the Household. If the discovery is 
made within the Certification Period, the Household is entitled to a ten (1 0) 
days Notice of Adverse Action if the Household's benefits are to be reduced 
or terminated. Individuals shall not be disqualified for failing to report a 
change unless the individual is disqualified in accordance with the Fraud 
Disqualification Procedures. 
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L. Management Evaluation Unit Desk-Reviewed Findings. 

The Certification Unit shall take the required initiative to respond to and 
impose Corrective Actions, as appropriate, within ten (10) days upon receipt 
findings cited by the Management Evaluation Unit Personnel on Random 
(active) and Negative (inactive) Cases subjected to periodic desk-reviews. 
The Certification Unit Supervisor shall be responsible in monitoring the 
Reports of Findings addressed to all the respective Eligibility Workers to 
ensure adherence to the Management Evaluation Unit findings and strict 
compliance with Program Guidelines. 

M. Mass Changes. 

Certain changes are initiated by the Local or Federal Government which may 
affect the entire caseload or significant portions of the caseload. These changes 
include adjustments to the Income Eligibility Standards and Benefit Levels, 
adjustments to the Maximum Coupon Allotment and other changes in the 
eligibility criteria based on Legislative or Regulatory Actions. In such an event, 
individual notices to each Certified Household will not be necessary but a Public 
Announcement shall be made regarding the change(s) through Mass Media. 

N. Treatment of Income and Resources of Disqualified Members and Aliens. 

Individual Household Members may be disqualified for Fraud or for failure to 
meet the Work Registration Requirement or the Household may include ineligible 
members such as aliens (but not to be construed as Eligible Household 
Members). During the period of time a Household Member is disqualified or as 
long as an ineligible alien is included in the Household the eligibility and benefit 
level of any remaining Household Members shall be determined as follows: 

1. Resources. The prorated resources of the disqualified or ineligible alien 
member(s) shall continue to count as resources to the remaining Household 
Member(s); 

2. Income. A pro-rata share of the income of the disqualified or ineligible alien 
member(s) shall be counted as unearned income to the remaining Household 
Member(s). This pro-rata share is calculated by dividing the unearned 
income evenly among the Household Members, including the disqualified or 
ineligible alien member(s). All but the disqualified or ineligible alien's share 
is counted as income to the remaining Household Members. 

3. Deductible Expenses. The ten-percent (1 0%) earned income deduction shall 
not apply to the prorated income earned by the disqualified or ineligible alien 
member(s), which is attributed to the Household. 
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4. Eligibility and Benefit Level. The disqualified or ineligible alien member(s) 
shall not be included when determining the Household's size for purposes of 
assigning a benefit level to the Household or for purpose of comparing the 
Household's average gross monthly income with the Income Eligibility 
Standards. 

5. Reduction or Termination of Benefits within the Certification Period. 
Whenever an individual is disqualified within the Household's Certification 
Period, the Certification Unit Official shall determine the eligibility or 
ineligibility of the remaining Household Members based, as much as possible, 
on information in the Case File and provide appropriate Notice of Adverse 
Action to the Household. 

0. A~encv Conference or Fair Hearing. 

1. Notification of right to request an Agency Conference or Fair Hearing. At 
the time of Application, each Adult Head of Household or its Authorized 
Representative shall be informed of its right to request an Agency Conference 
or a Fair Hearing and the method by which they are requested on any action 
the State Agency Nutrition Assistance Program takes which affects the 
Household's eligibility and level of benefits. The Adult Head of Household 
or its Authorized Representative shall also be informed that Program 
violations will be pursued by the State Agency Nutrition Assistance 
Program through its Legal Counsel at the Attorney General's Office and 
of the penalties for Program violations. The Adult Head of Household or its 
Authorized Representative shall be further advised that an Agency Conference 
or Fair Hearing does not preclude additional prosecutions in Civil or Criminal 
Court. 

2. Time Period for Requesting an Agency Conference or Fair Hearing. An 
Agency Conference or a Fair Hearing may be requested on any action by the 
State Agency Nutrition Assistance Program which occurred in the prior 
sixty (60) days and which affects the Household's benefits. 

3. Request for Agency Conference or Fair Hearing. A request for an Agency 
Conference or Fair Hearing is any clear expression, oral or written, by an 
Adult Head of Household or its Authorized Representative to the respective 
Eligibility Worker that it wishes to present its case to a higher authority in the 
Nutrition Assistance Program. The lower section on the Notice of 
Disposition shall be completed and signed by either the Adult Head of 
Household or its Authorized Representative and promptly submitted to 
the Program Administrator's Office. The freedom to make such a request 
shall not be limited or interfered with in any way. Upon request, the Program -- 

Administrator shall make available the rules for Agency Conference or Fair 
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Hearing Procedures and other materials necessary for an Adult Head of 
Household or its Authorized Representative to determine whether an Agency 
Conference or Fair Hearing should be requested or to prepare for the Agency 
Conference or Fair Hearing. 

4. The Nutrition Assistance Program Administrator shall not deny or dismiss a 
request for an Agency Conference or Fair Hearing unless: 

a. The request is not received within the time period specified in paragraph 
0.2 above; or 

b. The request is withdrawn in writing by the Adult Head of Household or 
its Authorized Representative. 

5. Timely Action on the Agency Conference or Fair Hearing. Within sixty 
(60) days of receipt of a request for an Agency Conference or Fair Hearing 
from an Adult Head of Household or it Authorized Representative, the 
Program Administrator shall schedule an Agency Conference or  Fair 
Hearing, inform the Household in writing of the Agency Conference or Fair 
Hearing date, conduct an Agency Conference or Fair Hearing and arrive at 
a decision and notify the Household of the decision. 

6. Postponement or Alternative Agency Conference or Fair Hearing Option. 

a. The Adult Head of Household or its Authorized Representative may 
request, for good cause, a postponement of a scheduled Agency 
Conference or  Fair Hearing. The postponement shall not exceed thirty 
(30) days, and the time limit for action on the decision may be extended 
for as many days as the Conference or Hearing is postponed. 

b. If the time standards cannot be met using normal procedures the State 
Agency Nutrition Assistance Program may suggest using a telephone or 
radio phone to conduct the Conference or Hearing. The Adult Head of 
Household or its Authorized Representative has the option of having 
the Conference or Hearing held by telephone or radiophone. However, if 
the Adult Head of Household or its Authorized Representative objects 
to the use of a telephone or radiophone on grounds of privacy, the State 
Agency Nutrition Assistance Program shall use some means of private 
communication, such as, correspondence to conduct the Agency 
Conference or Fair Hearing within the specified time. 

7. Notification of Time, Date and Place of Agency Conference or Fair 
Hearing. The time, date and place of the Agency Conference or Fair 

t Hearing shall be held on the Island Center where the Adult Head of 
. .. . Household or its Authorized Representative filed its Application. At least ten 
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(10) days prior to the Conference or Hearing, Written Notice shall be 
provided unless it is waived to all parties involved permitting adequate 
preparation of the case. The Notice shall: 

a. State where and when the Agency Conference or Fair Hearing is 
scheduled; 

b. Advise the Adult Head of Household or its Authorized Representative of 
the name and address of the office and the person to notify in the event it 
is not possible for the Adult Head of Household or its Authorized 
Representative to attend the scheduled Conference or Hearing; 

c. Specify that the Agency Conference or Fair Hearing shall be held and 
the decision shall be made based solely on information provided by 
Nutrition Assistance Program if the Adult Head of Household or its 
Authorized Representative fails to appear at the Conference or Hearing 
without good cause; and 

d. Outline charges. 

8. Hearing Official. Hearings shall be conducted by an impartial official(s), 
designated by the Department of Community and Cultural Affairs Secretary, 
who does not have any personal interest or involvement in the case and who 
was not directly involved in the initial determination of the action which is 
being contested. The Hearing Official shall: 

a. Administer oaths or affirmations if deemed necessary by the State Agency; 

b. Ensure that all relevant issues are considered; 

c. Request, receive and make part of the record all evidence determined 
necessary to decide the issues being raised; 

d. Regulate the conduct and course of the Hearing consistent with due 
process to ensure an orderly Hearing; and 

e. Render a Hearing Decision in the name of the State Agency Nutrition 
Assistance Program that will resolve the dispute based on a 
preponderance of evidence. 

*9. Attendance at Hearing. The Hearing shall be attended by representatives of 
the State Agency Nutrition Assistance Program that initiated the action 
being contested, including the Nutrition Assistance Program Legal 
Counsel if it warrants, and by the Adult Head of Household and/or its 
Authorized Representative. Friends or relatives of the Household may also 
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attend the Hearing if the Household desires. If the Adult Head of Household 
or its Authorized Representative cannot be located or fails to appear at the 
Hearing without good cause, the Hearing shall be conducted and a decision 
made without the Household represented. If it is later determined that the 
Adult Head of Household or its Authorized Representative had good cause 
for not appearing, the Hearing shall be rescheduled if requested by the Adult 
Head of Household or its Authorized Representative within five (5) days 
fiom the date of the Hearing Decision. The Hearing Official who is originally 
ruled on the case may conduct the new Hearing. "Amendment 1-85. 

10. Conduct of Hearing. The Adult Head of Household or its Authorized 
Representative may not be familiar with the rules of order and it may be 
necessary to make special efforts to arrive at the facts of the case in a manner 
that makes the Adult Head of Household or its Authorized Representative 
feel at ease. The Adult Head of Household or its Authorized Representative 
shall be given an opportunity to: 

a. Examine all documents and records to be used at the Hearing at a 
reasonable time before the date of the Hearing, as well as during the 
Hearing. The contents of the Case File, including the Application Forms 
and documents of verification used by the State Agency Nutrition 
Assistance Program shall be made available, provided that confidential 
information is protected from release. The State Agency Nutrition 
Assistance Program may provide a free copy of the relevant portions of 
the Case File if requested by the Adult Head of Household or its 
Authorized Representative. Confidential information that is protected 
from release and other documents or records which the Household will not 
otherwise have an opportunity to contest or challenge shall not be 
introduced at the Hearing or affect the Hearing Official's decision. 

b. Present the case or have it presented by the Nutrition Assistance 
Program Legal Counsel or other person. 

c. Bring witnesses. 

d. Advance arguments without undue interference. 

e. Question or refute any testimony or evidence, including an opportunity to 
confront and cross-examine adverse witnesses. 

f. Submit evidence to establish all pertinent facts and circumstances in the 
case. 

1 1. Hearing Decisions. 
i >- 
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a. Decisions of the Hearing Official shall comply with the Memorandum of 
Understanding and the Nutrition Assistance Program Manual of 
Operations and shall be based on the Hearing Record. An official report 
containing the substance of what transpired at the Hearing, together with 
all papers and requests filed in the proceedings, shall constitute the 
exclusive record for a final decision by the Hearing Official. 

b. A decision by the Hearing Official shall summarize the facts of the case, 
respond to reasonable arguments made by the Adult Head of Household 
or its Authorized Representative, specify the reasons for the decision and 
identify the supporting evidence and pertinent provisions of the Nutrition 
Assistance Program Regulations, Memorandum of Understanding, or the 
Manual. The decision shall become a part of the record. 

c. The Adult Head of Household or its Authorized Representative shall be 
advised of the decision of the Hearing Official in writing five (5) working 
days of the receipt of the decision from the Hearing OEcial. 

d. The decision of the Hearing Official shall be final and binding on the State 
Agency Nutrition Assistance Program. The decisions that result in an 
increase or decrease in Household benefits shall be reflected in the coupon 
allotment at the next scheduled Authorization to Participate Issuance 
following receipt of the Hearing Decision. 

* 12.Participation While Awaiting a Hearing. A Pending Hearing shall stay an 
involuntary allotment reduction. It shall not affect the Household's right to be 
certified and participate in the Program. The Certification Unit Personnel 
shall determine the eligibility and benefit level of the Household in the same 
manner it would be determined for any other Household. The Household 
must be informed however that if the Hearing Decision were adverse to the 
Household, it would be required to pay Nutrition Assistance Program the 
allotment received during the pendency of a Hearing Decision. "Amendment 
1-85. 

13. Participation while Waiting Decision on a Hearing Appeal. The State Agency 
Nutrition Assistance Program shall comply with the terms of the Fair 
Hearing Decision until it is overturned or modified by a Court Ruling. If there 
were no period of Disqualification imposed, the State Agency Certification 
Unit shall determine the eligibility and benefit level of the Household in the 
same manner it would be determined for any other Household. 

* 14.The State Agency Nutrition Assistance Program shall request a separate 
Fraud Hearing if in the course of the Fair Hearing evidence surfaced which . 
strongly suggests that Fraud had been committed. The Hearing Official shall 
not determine Fraud in a Fair Hearing. The State Agency Nutrition Assistance 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18480 



Program as a result of a Fraud Hearing can only reach a determination of 
Fraud. *Amendment 1-85. 

P. Fraud Disaualification. 

1. Definition of Fraud. Fraud shall represent any action by an individual to 
knowingly, willfully and with deceitful intent, at a minimum: 

a. Makes a false statement to the Certification Unit Official, either orally or 
in writing, in order to become eligible for or obtain benefits to which the 
Household is not entitled; 

b. Conceals information in order to become eligible for or obtain benefits 
to which the Household is not entitled; 

c. Alters Authorization to Participate Cards to obtain benefits to which the 
Household is not entitled; 

d. Uses Nutrition Assistance Program Coupons to purchase ineligible 
items, including but not limited to, alcoholic beverages, cigarettes or 
tobacco, household supplies, soap and detergent of any kind, readily 
prepared Over The Counter meals and other "Fast Foods", and the 
ingredients for betelnut chewing; 

e. Uses or possesses improperly obtained coupons or Authorization to 
Participate Cards; 

f. Trades, exchanges, or sells Nutrition Assistance Program Coupons or 
Authorization to Participate Cards with cash; 

g. Uses Nutrition Assistance Program Earmarked Coupons (otherwise 
known as Local Coupons) to purchase other than local foods and other 
eligible items; 

h. Performs Nutrition Assistance Program Coupon transaction in any 
and all unauthorized retail outlets. 

*2. Fraud Disqualification Penalties. Individuals found to have committed Fraud 
by the Nutrition Assistance Program Office shall be ineligible to participate in 
the Program for at least three (3) months up to one (1) year. Individuals found 
guilty of Criminal or Civil Fraud by a Court of appropriate jurisdiction shall 
be ineligible for not less than six (6) months and not more than twenty-four 
(24) months as determined by the Court. *Amendment 1-86. 

r -- 
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3. Notification to Households. The Certification Unit Official shall inform the 
Applicant Household of the Disqualification Penalties for committing Fraud 
each time it applies for Program Benefits. The penalties shall be written in 
clear, prominent, and boldface lettering on the Application Form. 

4. Administrative Disqualification. An Administrative Review shall be initiated 
by the State Agency Nutrition Assistance Program whenever the State 
Agency Nutrition Assistance Program has documented evidence to 
substantiate that a currently certified Household Member has committed one 
(1) or more acts of Fraud as defined in no. 1 above. Such cases may include 
those in which Nutrition Assistance Program believes the facts of the 
individual case do not warrant Civil or Criminal Prosecution through the 
appropriate Court System. Other cases may be those previously referred for 
prosecution but for which the appropriate legal authority declined prosecution. 

The State Agency Nutrition Assistance Program will initiate an 
Administrative Review and make a determination regardless of the current 
eligibility of the individual. The Disqualification Period for non-participants 
at the time of the Administrative Decision shall be deferred until the 
individual applies for and is determined eligible for Program Benefits. 

At its discretion, the State Agency Nutrition Assistance Program may not 
conduct Fraud Reviews and make a Fraud Determination if the amount State 
Agency Nutrition Assistance Program suspects has been fraudulently 
obtained is less than thirty-five dollars ($35) or if the value of the ineligible 
items that have been purchased with Food Stamps is under thirty-five dollars 
($35). The burden of proving Fraud is on Nutrition Assistance Program. 
The Administrative Fraud Determination may still be conducted regardless of 
whether other legal action is planned against the Household Member. 

5. Fraud Hearing Procedures. 

a. The same Hearing Official(s) for Fair Hearings will be used to conduct 
Fraud Hearings. 

b. The provisions governing Fair Hearings are also applicable for Fraud 
Hearings. 

c. Within sixty (60) days of the date the Adult Head of Household or its 
Authorized Representative is notified in writing that a Hearing initiated 
by the State Agency Nutrition Assistance Program has been scheduled, 
the State Agency Nutrition Assistance Program shall conduct the Fraud 
Hearing, arrive at a decision and initiate Administrative Action which will 

7 
make the decision effective. The Adult Head of Household or its 

t. .,/ Authorized Representative is entitled to a postponement of up to thirty 
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(30) days. If the Hearing is postponed, the above time limits shall be 
extended for as many days as the Hearing is postponed. The State Agency 
Nutrition Assistance Program may not postpone a Hearing for its own 
benefit. 

d. The State Agency Nutrition Assistance Program shall make available at 
no cost to affected Households upon their request written rules of 
procedure for Fraud Hearings. 

6. Advance Notice of Hearing. The State Agency Nutrition Assistance 
Program shall provide written notice to the Household suspected of Fraud at 
least fifteen (1 5) days in advance of the date a Fraud Hearing initiated by the 
State Agency Nutrition Assistance Program has been scheduled. The notice 
shall be hand-delivered or mailed and shall contain, at a minimum: 

a. The date, time, and place of the Hearing; 

b. The charge(s) against the Household or its memberts); 

c. A summary of the evidence, and how and where the evidence can be 
examined; 

d. A warning that the decision will be based solely on information provided 
by the Food Stamp Office if the Adult Head of Household or its 
Authorized Representative fails to appear at the Hearing; 

e. A warning that a determination of Fraud will result in a 3-Month 
Disqualification at a minimum; 

f. A statement that the Hearing does not preclude the State or Federal 
Government from prosecuting the Household or its members for Fraud in 
a Civil or Criminal Court Action, or from collecting the equivalent of the 
Over Issuance. 

7. Scheduling of Hearing. 

a. The time, date, and place of the Hearing shall be arranged so that the 
Hearing is accessible to the Household or its member suspected of Fraud. 

b. If the Adult Head of Household or its Authorized Representative 
cannot be located or fails to appear at a Hearing initiated by the State 
Agency Nutrition Assistance Program without good cause, the Hearing 
shall be conducted without the Adult Head of Household or its 
Authorized Representative represented. 

t .  - 
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c. Even though the Household Member is not represented, the Hearing 
Official is required to carefully consider the evidence and determine if 
Fraud was committed based on a preponderance of the evidence. If the 
Household Member is found to have committed Fraud but the Hearing 
Official later determines that the Household Member or representative had 
good cause for not appearing, the previous decision may be set aside upon 
written request of the aggrieved party, and if the decision is set aside, the 
State Agency Nutrition Assistance Program shall conduct a new 
Hearing. The Hearing Official who originally ruled on the case may 
conduct the new Hearing. The Household Member has ten (1 0) days from 
receipt of notice of the Fraud Decision to present reasons indicating a good 
cause for failure to appear. A Hearing Official must enter the good cause 
decision in the record. If the Household Member fails to contest the Fraud 
decision within ten (1 0) days; or the Hearing Official determines that the 
member's reason for failing to appear at the Hearing is not good cause, the 
Fraud Decision shall stand. 

8. Participation while Awaiting a Hearing. A pending Fraud Hearing shall not 
affect the individual or the Household's right to be certified and participate in 
the Program. Since the State Agency Nutrition Assistance Program cannot 
disqualify a Household Member for Fraud until the Hearing Official finds that 
the individual member or Household has committed Fraud, the Certification 
Unit shall determine the eligibility and benefit level of the Household in the 
same manner it would be determined for any other Household. For example, 
if the action for which the Household Member is suspected of Fraud does not 
affect the Household's current circumstances, the Household would continue 
to receive its allotment based on the latest Certification Action or be 
recertified based on the latest Certification Action or be recertified based on a 
new Application and its current circumstances. However, the Household's 
benefits shall be terminated if the Certification Period has expired and the 
Household fails to reapply. The Certification Unit Official shall also reduce 
or terminate the Household's benefits if the Certification Unit Official has 
documentation which substantiate that the Household is ineligible or eligible 
for fewer benefits (even if these facts led to the suspicion of Fraud and the 
resulting Fraud Hearing) and the Household fails to request a Fair Hearing and 
continuation of benefits pending the Hearing. For example, the Certification 
Unit Official may have facts which substantiate that a Household failed to 
report a significant change in its circumstances even though the Certification 
Unit Official has not yet demonstrated that the failure to report involved a 
fraudulent act. 

9. Criteria for Determining Fraud. The Hearing Authority shall base the 
determination of Fraud on a preponderance of the evidence that demonstrates 
that the Household or its member knowingly, willfully, and with deceitful 
intent committed Fraud as defined in paragraph 2 of this section. 
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10. Decision Format. The Hearing Authority's decision shall specify the reasons 
for the decision, identify the supporting evidence, identify the pertinent 
provisions of the Memorandum of Understanding, Regulations, or Manual, 
and respond to reasoned arguments made by the Adult Head of Household or 
its Authorized Representative. 

1 1. Appeal Rights of the Household Member. If the Hearing Authority rules that 
the Household or its member has committed Fraud, the Household or its 
member may appeal the decision to the Commonwealth Court. The Appeal 
shall not operate as an automatic stay of the decision. 

12. Appeal after State Level Hearing. After a Household or its member has been 
found to have committed Fraud by the Hearing Official, the Household or its 
member shall be disqualified for a period of not less than three (3) months up 
to one (1) year beginning with the first month which follows the date the 
Household or its member has received the Nutrition Assistance Program's 
Hearing Notice. The Disqualification Period shall not be less than three (3) 
months, regardless of the amount of coupons fiaudulently obtained or the 
number of fraudulent acts the Hearing finds the Household or individual has 
committed. No further Administrative Appeal Procedure exists after an 
adverse Hearing. The determination of Fraud made by a Fraud Hearing 
Official cannot be reversed by a subsequent Fair Hearing Decision. The 
Household Member, however, is entitled to seek relief in a Court having 
appropriate jurisdiction. The period of Disqualification may be subject to a 
stay or other injunctive remedy. 

13. Notification of Hearing Decision. 

a. If the Hearing finds that the Household or its member did not commit 
Fraud, the Certification Unit Supervisor shall provide a written notice 
that informs the Household or its member of the decision. 

b. If the Administrative Fraud Hearing finds that the Household or its 
member committed Fraud, the Certification Unit Supervisor shall mail a 
written notice to the Household or its member(s) prior to Disqualification. 
The notice shall inform the Household of the decision and the reason for 
the decision. The notice shall also advise the remaining Household 
Members, if any, of either the allotment they will receive during the period 
of Disqualification or that they must reapply because the Certification 
Period has expired. The procedures for handling the income and resources 
of the disqualified member are described in paragraph N of this section. 
The notice shall inform the Household Members of the date the 
Disqualification will take effect. 
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14. Court Imposed Disqualification. 

a. A Court of appropriate jurisdiction may order an individual disqualified 
from participation in the Program for not less than six (6) months and not 
more than twenty-four (24) months if the Court finds that individual guilty 
of Civil or Crimind Fraud. Court Ordered Disqualification may be 
imposed separate and apart from any action taken by the State Agency 
Nutrition Assistance Program to disqualifl the individual through an 
Administrative Fraud Hearing. 

b. The State Agency Nutrition Assistance Program shall refer for 
prosecution under Local Fraud Statutes those individuals suspected of 
committing Fraud, particularly if large amounts of coupons are suspected 
of being fraudulently obtained or the individual is suspected of committing 
more than one (1) fraudulent act. Nutrition Assistance Program shall 
confer with the Commonwealth Attorney General's Office to determine 
the types of cases that will be accepted for possible prosecution. 
Nutrition Assistance Program shall also encourage the Attorney 
General's Office to recommend to the Courts that a Disqualification 
Penalty as provided above is imposed in addition to any other Civil or 
Criminal Fraud Penalties. 

c. The State Agency Nutrition Assistance Program shall disqualify an 
individual found guilty of Fraud for the length of time specified by the 
Court. If Disqualification is ordered but a date for initiating the 
Disqualification Period is not specified, the Certification Unit 
Supervisor shall initiate the Disqualification Period for currently eligible 
individuals with the first month following the date the Disqualification 
was ordered. If the Court fails to address or specify a Disqualification 
Period, the Certification Unit Supervisor shall impose a 6-Month 
Disqualification Period unless contrary to the Court Order. The Court 
Imposed Disqualification shall begin the first month following the date the 
Court found a currently eligible individual guilty of Civil or Criminal 
Fraud. If the individual is not eligible for the Program at the time the 
Disqualification Period is to begin, the period shall be postponed until the 
individual applies for and is determined eligible for benefits. If the 
periods of Disqualification imposed by a Court and by an Administrative 
Fraud Hearing coincide, the Court Ordered Disqualification shall run 
concurrently with the Disqualification Period imposed through an 
Administrative Fraud Hearing. The State Agency Nutrition Assistance 
Program shall not initiate or continue a Court Imposed or 
Administratively Imposed Fraud Disqualification Period contrary to a 
Court Order. 
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d. If the Court finds that the Household Member committed Fraud, the 
Issuance and Accountability Unit Supervisor shall mail a written notice 
to the Household. The notice shall be sent within five (5) working days of 
the receipt of the Court Order. The notice shall inform the Household of 
the decision and the reason for the decision. The notice shall also advice 
the remaining Household Members, if any, of the allotment they will 
receive if the Household is still eligible, during the period of 
Disqualification. The notice shall also inform the Household Member of 
the date Disqualification will take effect and of the Fraud Claim 
Repayment Requirements in the Manual. In addition, the Issuance and 
Accountability Unit Supervisor shall include the form Letter of 
Agreement for Restitution. 

15. Reversed Fraud Disqualification. In cases where the determination of Fraud is 
reversed by a Court of appropriate jurisdiction, the Certification Unit 
Supervisor shall reinstate the individual in the Program if the Household is 
eligible and restore benefits that were lost as a result of the Disqualification, 
subject to availability of funds earmarked for Program Benefits. 

Q. Restoration of Lost Benefits. 

1. Entitlement. The Certification Unit shall restore to the Household benefits 
that were lost whenever the State Agency Nutrition Assistance Program 
caused the loss by an error, or a Fraud Disqualification was subsequently 
reversed. With the exception of benefits which are restored as a result of a 
reversal of a Fraud Disqualification Penalty, benefits shall not be restored if 
lost more than two (2) months prior to the most recent of the following: 

a. The month the Certification Unit was notified by the Adult Head of 
Household or its Authorized Representative in writing or orally of the 
possible loss to its Household; 

b. The month the Certification Unit discovers in the normal course of 
business that a loss to a specific Household has occurred; or 

c. The date the Adult Head of Household or its Authorized 
Representative requested a Fair Hearing to contest the Adverse Action 
that resulted in the loss. 

2. Error Discovered by State Agency Nutrition Assistance Program. If the 
Certification Unit Supervisor determines that a loss of benefits has occurred, 
and the Household is entitled to restoration of those benefits, the Certification 
Unit Supervisor shall automatically take action to restore any benefits that 
were lost. No action by the Household is necessary. However, benefits shall 

t -  - not be restored if the benefits were lost more than two (2) months prior to the 
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month the loss was discovered by the Nutrition Assistance Program 
Personnel in the normal course or business, or were lost more than two (2) 
months prior to the month the Certification Unit Official was notified in 
writing or orally of a possible loss to a specific Household. The Certification 
Unit Supervisor shall notify the Household of its entitlement, the amount of 
benefits to be restored, any offsetting that was done, the method of restoration, 
and the right to appeal through the Fair Hearing Process if the Household 
disagrees with any aspect of the proposed Lost Benefit Restoration. 

3. Disputed Benefits. 

a. If the Certification Unit Supervisor determines that a Household is 
entitled to restoration of lost benefits, but the Household does not agree 
with the amount to be restored as calculated by the Certification Unit 
Official or any other action taken by the Certification Unit Official to 
restore lost benefits, the Household may request a Fair Hearing within 
sixty (60) days of the date the Household is notified of its entitlement to 
restoration of lost benefits. If a Fair Hearing is requested prior to or during 
the time lost benefits are being restored, the Household shall receive the 
lost benefits as determined by the Certification Unit Supervisor pending 
the results of the Fair Hearing. If the Fair Hearing Decision is favorable to 
the Household, the Certification Unit Supervisor shall restore the lost 
benefits in accordance with that decision. 

b. If a Household believes it is entitled to restoration of lost benefits but the 
Certification Unit Supervisor, after reviewing the Case File, does not 
agree, the Household has sixty (60) days from the date of the Certification 
Unit Supervisor determination to request a Fair Hearing. Nutrition 
Assistance Program shall restore lost benefits to the Household only if 
the Fair Hearing decision is favorable to the Household. Benefits lost 
more than two (2) months prior to the date the Certification Unit was 
initially informed of the Household's possible entitlement to lost benefits 
shall not be restored. 

4. Computing the Amount to be Restored. After correcting the loss for future 
months and extending those months for which benefits may have been lost 
prior to the 2-Month Time Limit described in this section, the 
Certification Unit Supervisor shall calculate the amount to be restored as 
follows: 

a. If the Household was eligible but received an incorrect allotment, the 
loss of benefits shall be calculated only for those months the 
Household participated. 
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b. If an Eligible Household's Application was erroneously denied, the 
month the loss initially occurred shall be the month following the 
month of Application, or for an Eligible Household filing a timely 
reapplication, the month following the expiration of its Certification 
Period. 

c. If a Household's benefits were erroneously terminated, the month that 
the loss initially occurred shall be the first month that benefits were not 
received as a result of the erroneous action. 

d. AAer computing the date the loss initially occurred, the loss should be 
calculated for each month subsequent to that date until either the first 
month the error is corrected or the first month the Household is found 
ineligible. 

e. For each month af5ected by the loss, Certification Unit Supervisor 
shall determine if the Household was actually eligible. In cases when 
there is no information in the Household's Case File to document that 
the Household was actually eligible, Certification Unit Supervisor 
shall advise the Household of what information must be provided to 
determine eligibility for these months. For each month the Household 
cannot provide the necessary information to demonstrate its eligibility, 
the Household shall be considered ineligible. 

f. For the months the Household was eligible, the Certification Unit 
Supervisor shall calculate the allotment the Household should have 
received. If the Household received a smaller allotment than it was 
eligible to receive, the difference between the actual and correct 
allotments equals the amount to be restored. 

g. If a Claim against a Household is unpaid or held in suspense, the 
amount to be restored shall be offset against the amount due on the 
Claim before the balance, if any, is restored to the Household. 

5. Lost Benefits to Individuals Disqualified for Fraud. Individuals 
disqualified for Fraud are entitled to restoration of any benefits lost during 
the months they were disqualified only if the decision that resulted in 
Disqualification is subsequently reversed. For example, an individual 
would not be entitled to restoration of lost benefits for the 3-Month Period 
it was disqualified based solely on the fact that a Criminal Conviction 
could not be obtained, unless the individual successfully challenged the 3- 
Month Disqualification in a separate Court Action. For each month the 
individual was disqualified, the amount to be restored, if any, shall be 
determined by comparing the allotment the Household received with the 
allotment the Household that would have received had the disqualified 
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member been allowed to participate. If the Household received a smaller 
allotment than it should have received, the difference equals the amount to 
be restored. Benefits shall be restored regardless of the length of time that 
has elapsed since the Household Member was disqualified. 

6 .  Method of Restoration. Regardless of whether a Household is currently 
eligible or ineligible, State Agency Certification Unit shall restore lost 
benefits to a Household by issuing an allotment equal to the amount of 
benefits that were lost. The amount restored shall be issued in addition to 
the allotment currently Eligible Households are entitled to receive. The 
Certification Unit Supervisor shall honor reasonable requests by 
Households to restore lost benefits in monthly installments if, for example, 
the Household fears the excess coupons may be stolen, or that the amount 
to be restored is more than it can use in a reasonable period of time. 

7. Accounting Procedures. Certification Unit shall maintain two (2) sets of 
Ledgers: One (1) for documenting a Household's entitlement to 
Restoration of Lost Benefits and for recording the Balance of Lost 
Benefits that must be restored to the Household; and, the other is to 
account for Outstanding Claim. The Case File Contact Sheet shall 
document how the amount to be restored was calculated and the reason 
lost benefits must be restored. The Certification Unit Official will check 
the Outstanding Claim Ledger to identify those situations where a Claim 
against a Household can be used to offset the amount to be restored prior 
to establishing a Restoration Account for any Household. 

R. Claim Against Households. 

1. Establishing Claim against the Household. Notwithstanding the Fraud 
Disqualification Provisions of this Manual, Claim may be established 
against any Household that has received more Food Stamp Benefits than it 
is entitled to receive. These include, but are not limited to, the following: 

a. The Adult Head of Household or its Authorized Representative 
failed to provide the Certification Unit Official with correct or 
complete information. 

b. The Adult Head of Household or its Authorized Representative 
failed to provide the Certification Unit Official changes in its 
Household circumstances. 

c. The Adult Head of Household or it Authorized Representative 
altered its Authorization to Participate Card. 
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The Adult Head of Household or its Authorized Representative 
transacted both the original and its replacement Authorization to 
Participate Card. 

The Certification Unit Official failed to take prompt action on a 
change reported by the Adult Head of Household or its Authorized 
Representative. 

The Certification Unit Official incorrectly computed the Household's 
income or deductions, or otherwise assigned an incorrect allotment. 

The Issuance and Accountability Unit Official incorrectly issued 
duplicate Authorization to Participate Card to a Household that were 
subsequently transacted. 

The Household was found to be ineligible or eligible for fewer benefits 
that it received pending a Fair Hearing Decision. 

2. Non-Fraud Claim. Non-Fraud Claim are those Claim established against 
Households for Over Issuance which were not caused by Fraud, such as, 
but not limited to, Over Issuance caused by Administrative Error on the 
part of the Certification Unit Official or a misunderstanding or 
inadvertent error on the part of the Household. 

a. Criteria for Establishing a Non-Fraud Claim. If less than twelve (12) 
months have elapsed between the month a Non-Fraud Over Issuance 
occurred and the month the Certification Unit Official discovered a 
specific case involving an Over Issuance, the Certification Unit 
Official shall take action to establish a Claim against the Household 
which received the Over Issuance. A Non-Fraud Claim shall not be 
established if an Over Issuance occurred as a direct result of the 
following errors: 

i. Certification Unit Official failed to ensure that an Adult Head of 
Household or its Authorized Representative signed the 
Application Form, completed a current Work Registration 
Referral Form, or was certified in the correct Island Center. 

ii. A Household continued to receive Food Stamp Allotments after its 
Certification Period has expired without benefit of a reapplication 
determination, regardless of a subsequent determination of 
eligibility or ineligibility. 

iii. A Household transacted an expired Authorization to Participate 
Card, unless the Household altered its Authorization to Participate 
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Card in which case the Household would be subject to Fraud 
Procedures. 

b. Calculating the Amount of the Non-Fraud Claim. 

i. After excluding those months that are more than twelve (12) 
months prior to the date the Over Issuance was discovered, the 
Certification Unit Official shall determine the correct amount of 
Food Stamp Benefits the Household should have received for those 
months the Household participated while the Over Issuance is in 
effect. The Certification Unit Official shall complete the CL-0 1 
Claim Determination Report. In cases involving reported changes, 
the Certification Unit Official shall determine the month the Over 
Issuance initially occurred as follows: 

(A) If the Adult Head of Household or its Authorized 
Representative failed to report a change in its Household 
circumstances within ten (1 0) days of the date the change 
became known to the Household, the first month affected by 
the Adult Head of Household or its Authorized 
Representative's failure to report shall be the month in which 
the change occurred. The 10-Day Notice of Adverse Action 
requirement shall not apply in this instance. 

(B) If the Adult Head of Household or its Authorized 
Representative timely reported a change, but the Certification 
Unit Official did not timely act on the change, the first month 
affected by the Certification Unit Official's failure to act shall 
be the first month the Certification Unit Official should have 
made the change effective, subject to the 10-Day Notice of 
Adverse Action Requirement. 

(C) For example, a change that rendered a participating Household 
ineligible occurred on April 20. The Household continued 
participating through June 30. If the Adult Head of 
Household or its Authorized Representative had reported the 
change within ten (1 0) days as required and had not waived the 
10-Day Notice of Adverse Action, the first month of Over 
Issuance would be June [change occurred on 4/20 plus ten (10) 
days to report = 4/30 plus ten (1 0) days Notice of Adverse 
Action = 5/10. The first issuance which could be affected by 
the Notice of Adverse Action is 6/11. In another example, if 
the Adult Head of Household or its Authorized 
Representative had reported the change which had occurred 

b - from April 10 to April 19, the first month of Over Issuance 
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would be May [change occurred on 411 0 plus ten (1 0) days to 
report = 4/20 actually reported on 411 9 plus ten (1 0) days 
Notice of Adverse Action = 4/29. The first issuance which 
could be affected by adverse action is 5/11. However, if the 
Adult Head of Household or its Authorized Representative 
fails to report a change which occurred in April within ten (10) 
days of the change, the first month of Over Issuance would be 
April. 

ii. If the Household received a larger allotment than it was entitled to 
receive, the Certification Unit Official shall establish a Claim 
against the Household equal to the difference between the 
allotment the Household received and the allotment the Household 
should have received. 

iii. After calculating the amount of the Non-Fraud Claim, the 
Certification Unit Official shall offset the amount of the Claim 
against the following months allotment or initiate Collection 
Action. 

c. Collecting Non-Fraud Claim. 

5. The Certification Unit Supewisor shall initiate Collection Action 
on all Non-Fraud Claim unless the total amount of the Non-Fraud 
Claim is less than twenty dollars ($20) or the Eligibility Worker 
has documentation which shows that the Adult Head of 
Household or its Authorized Representative cannot be located. 
The Collection Action shall subsequently be referred to the 
Issuance and Accountability Unit Supervisor to execute the 
Written Demand Letter, which is the Initial Repayment Notice 
(218C), to affected Household as soon as possible. 

*ii. The Issuance and Accountability Unit Supewisor shall expedite 
Collection Action by sending the Household a Written Demand 
Letter, which is the Initial Repayment Notice, via Certified Mail 
with Return Receipt, which informs the Household of the amount 
owed, the reason for the Claim, the period of time the Claim 
covers, any offsetting that was done to reduce the Claim, how the 
Adult Head of Household or its Authorized Representative may 
pay the Claim, and the Household's right to a Fair Hearing if the 
Adult Head of Household or its Authorized Representative 
disagrees with the Certification Unit's determination. If the 
Household pays the Claim, the payments shall be accepted by the 
Issuance and Accountability Unit Official for proper Program 

- 
Claim Records and control, then refers payments to the 
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Nutrition Assistance Program Accountant where the Nutrition 
Assistance Program Accountant shall subsequently submit all 
payments to the Nutrition Assistance Program account at the 
Department of Finance. 

*iii. If the Adult Head of Hou.sehold or its Authorized 
Representative does not respond to the First Demand Letter, 
which is the Initial Repayment Notice, within fifteen (1 5) days of 
the date of the mailing of the First Demand Letter, the Issuance 
and Accountability Unit Supervisor shall send a Second Demand 
Letter, which is the Final Repayment Notice (219C), also via 
Certified Mail with Return Receipt by the close of the next work 
day. If the Adult Head of Household or  its Authorized 
Representative does not respond to the Second Demand Letter 
within fifteen (15) days of the date of the mailing of the Second 
Demand Letter, the Issuance and Accountability Unit 
Supervisor shall either file a Claim Action in the Small Claims 
Court if the outstanding is in the amount of three thousand dollars 
($3,000) or less, or, at  State Agency Nutrition Assistance 
Program discretion, formally refer the case to the Nutrition 
Assistance Program's Legal Counsel at the Attorney General's 
Office for its disposition when the amount outstanding exceeds the 
criterion for Small Claim. The Issuance and Accountability Unit 
Supervisor shall complete the appropriate action by the close of 
the next week day unless the Adult Head of Household or its 
Authorized Representative responded by paying or agreeing to 
pay the Claim, or until one (1) of the criteria for suspending 
Collection Action is met. 

*iv. If the Household fails, without good cause, to abide by the terms 
of a Repayment Agreement, the Issuance and Accountability 
Unit Supervisor shall send the Household one (1) Warning Letter. 
If the Adult Head of Household or its Authorized 
Representative does not respond to the Warning Letter within 
fifteen (1 5) days, without good cause, the Issuance and 
Accountability Unit Supervisor shall either file a Claim Action in 
the Small Claims Court or refer the case to the Nutrition 
Assistance Program's Legal Counsel at  the Attorney General's 
Office for its disposition, as appropriate, by the close of the next 
work day. 

t - v. The Issuance and Accountability Unit Supervisor shall 
effectively control, monitor and maintain a complete record of 
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all Nutrition Assistance Program Claim Cases of inactive 
participants, including those subject for Small Claims Court 
and the Attorney General's Office, and coordinate on a 
monthly basis with the Commonwealth Court in scheduling 
Hearings on subject Claim Cases as appropriate. For Tinian 
and Rota Claim Cases subject for Small Claims Hearings, the 
Issuance and Accountability Unit Supervisor shall coordinate 
with the Commonwealth Courts scheduled Hearings to 
coincide with Nutrition Assistance Program Claim Hearings on 
a quarterly basis, or on a frequent monthly basis should it 
warrant necessary at the discretion of the Nutrition Assistance 
Program Administrator. The Nutrition Assistance Program 
has designed a system or program to effectively monitorltrack 
all Claim Cases on a monthly basis in order to ensure that 
Program Procedure are administered to successfully recoup all 
Program losses. The Issuance and Accountability Unit 
Supervisor shall take the required initiative to effectively 
control and monitor this system in order to ensure that 
recoupment process on all Claim Cases is acted in accordance 
with established guidelines. 

d. Criteria for Suspending Collection Action of a Non-Fraud Claim. A 
Claim shall be suspended if no Collection Action was initiated because 
of conditions specified in R2ci above. If Collection Action was 
initiated, and at least one (1) Demand Letter has been sent, further 
Collection Action shall be suspended when: 

i. The Household is financially unable to pay the Claim; 

ii. There is little likelihood that the Household will pay the Claim; 

iii. The Adult Head of Household, its Authorized Representative, 
or other adult Household Members cannot be located; or 

iv. The cost of further collection is likely to exceed the amount that 
can be recovered. 

e. Terminating Collection Action of a Non-Fraud Claim. A Claim shall 
be determined uncollectible after it is held in suspense for three (3) 
years, or when the sole Household Member is deceased. 

3.  Fraud Claim. A Claim shall be handled as a Fraud Claim only if an 
Administrative Fraud Hearing (Agency Conference or Fair Hearing) or a 
Court of appropriate jurisdiction has found a Household Member guilty of 
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Fraud. Prior to the determination of Fraud, the Claim against the 
Household shall be handled as a Non-Fraud Claim. 

a. Establishing a Fraud Claim. For each month that a Household 
Member fraudulently participated, the Eligibility Worker shall 
determine the correct amount of Food Stamp Benefits, if any, the 
Household was entitled to receive. The amount of the Fraud Claim 
shall be calculated back to the month that the fraudulent act occurred, 
regardless of the length of time that elapsed until the determination of 
Fraud was made. If the Household Member is determined to have 
committed Fraud knowingly, willfully and with deceitful intent by 
failing to report a change in its Household's circumstances, the first 
month that benefits were over issued shall be the month in which the 
change occurred. Once the amount of the Fraud Claim is established, 
the Eligibility Worker shall offset the Claim against all subsequent 
allotments or Restoration of Lost Benefits if the Household is still 
eligible after the Disqualification Period of either the Household 
Member(s) or the entire Household. 

b. Collecting Fraud Claim. 

*i. If a Household Member is found to have committed Fraud (through 
an Administrative Determination or by a Court of appropriate 
jurisdiction) the Issuance and Accountability Unit Supervisor 
shall expedite Collection Action by sending the Household a 
Written Demand Letter, which is the Initial Repayment Notice, 
via Certified Mail with Return Receipt. The Adult Head of 
Household or its Authorized Representative shall be given the 
opportunity to settle the Claim or sign a formal Letter of 
Agreement for Restitution. In cases where a Court found a 
Household Member guilty of Fraud, the Issuance and 
Accountability Unit Supervisor shall request that the matter of 
restitution be brought before the Court. 

*ii. If the Adult Head of Household or its Authorized 
Representative does not respond to the First Demand Letter, 
which is the Initial Repayment Notice, within fifteen (1 5) days of 
the mailing of the First Demand Letter, the Issuance and 
Accountability Unit Supervisor shall send a Second Demand 
Letter, which is the Final Repayment Notice, also via Certified 
Mail with Return Receipt by the close of the next work day. If 
the Adult Head of Household or its Authorized Representative 
does not respond to the Second Demand Letter, or Final 

f -  Repayment Notice, within fifteen (1  5) days of the date of the 
mailing of the Second Demand Letter, the Issuance and 
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Accountability Unit Supewisor shall formally refer the case to 
the Nutrition Assistance Program's Legal Counsel at the 
Attorney General's Office for its disposition. 

*iii. One (1) month prior to the end of the specified period of 
Disqualification, if the Household Member found guilty of Fraud 
has not responded to the Agreement Letter, the Issuance and 
Accountability Unit Supewisor shall advise the individual that 
helshe will remain disqualified until such time as an agreement to 
repay is executed in accordance with the procedures established in 
R6a below. The disqualified member shall not be considered a 
Household Member until a Repayment Agreement is reached. The 
income and resources of this disqualified member shall be counted 
as part of the Household's income and resources in determining 
eligibility and benefit level. A Demand Letter for an unpaid or 
partially paid Claim shall be sent even if the Household has 
previously received and Non-Fraud Demand Letter because the 
time period covered by the Claim and the method of collection is 
different from Fraud and Non-Fraud Claim. 

iv. The individual who committed Fraud or the remaining Household 
Members may begin restitution prior to or during the period of 
Disqualification imposed by Nutrition Assistance Program or a 
Court of Law. The Issuance and Accountability Unit Personnel 
shall follow the procedures for collecting and submitting payments 
as well as the applicable Accounting Procedures in paragraphs R6 
and R7 below. 

*v. If the Household executes a Repayment Agreement, the Issuance 
and Accountability Unit Personnel shall follow the procedures 
prescribed in paragraphs R6 and R7 below for collecting and 
submitting payments or the procedures for reducing the Food 
Stamp Allotment of the fraudulent individual's Household. 

*vi. If the Issuance and Accountability Unit Personnel can 
document that the fraudulent individual cannot be located, 
Collection Action shall be suspended. A Claim shall be 
determined uncollectible after it is held in suspense for three (3) 
years, or when the sole Household Member is deceased. 

4. Change in Household Composition. 
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a. Non-Fraud Claims. The Certification Unit Supervisor shall initiate 
Collection Action against the Head of Household or against the 
individual who was the Head of Household at the time of the Non- 
Fraud Claim. If the Head of Household is no longer living or cannot 
be located, the Certification Unit Supervisor shall initiate Collection 
Action against the Household containing a majority of the individuals 
who were Household Members at the time the Claim was imposed. 
Otherwise, Collection Action shall be imposed against the 
Household containing at  least one (1) of the subject individuals 
who is a Household Member a t  the time of Claim. 

b. Fraud Claim. If the Household Member found guilty of Fraud moves, 
resulting in a change in Household membership, the Certification 
Unit Supervisor shall initiate Collection Action against the 
Household cwrently containing the fraudulent individual. 

5. Methods of Collecting Payments - Non-Fraud Claim. 

a. The Issuance and Accountability Unit Supervisor shall collect 
payments for Non-Fraud Claim in one (1) of the following ways: 

i. Lump Sum. The Issuance and Accountability Unit Official shall 
collect payments in one (1) lump sum if the Household is 
financially able to pay the Claim in one (1) lump sum. However, 
the Household shall not be required to liquidate all of its resources 
to make this repayment. Amounts collected shall be deposited 
into the Program Income Account as illustrated in paragraph 
R9 below. 

ii. Repayment in Installments in the form of Cash, Money Order 
and Payroll Allotment. If the Household agrees to a repayment in 
cash but has insufficient liquid resources or is otherwise unable to 
pay the Claim in one (1) lump sum, a repayment schedule shall be 
negotiated with the Household. Payments shall be accepted by the 
Issuance and Accountability Unit Official in regular monthly 
installments, a t  the least, and may be in the form of cash, 
money order or through payroll allotment. The Household shall 
not be required to liquidate all of its resources to make this 
repayment. However, the Issuance and Accountability Unit 
Supervisor should attempt to recover the full amount within a year 
of the establishment of the Claim. If the full amount of Claim 
cannot be liquidated in three (3) years, the Issuance and 
Accountability Unit Supervisor shall compromise the Claim by 
reducing it to an amount that will allow the individual to pay the 
Claim in three (3) years. The Issuance and Accountability Unit 
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Supervisor will use the full amount of the Claim (including any 
amount compromised) to offset benefits as provided herein. The 
State Agency Nutrition Assistance Program may, at its 
discretion, accept a minimum monthly repayment in the 
amount of twenty-five dollars ($25) based on the Household's 
income and other payment obligations. Amounts collected 
shall be deposited into the Program Income Account as 
illustrated in paragraph I29 below. 

iii. Reduction in Food Stamp Allotment. Prior to reduction, the 
Issuance and Accountability Unit Official shall discuss with the 
Household the amount of Food Stamps to be recovered each 
month. The amount of Food Stamps to be recovered each month 
shall be twenty-five percent (25%) of the Household's monthly 
allotment or the disqualified individual's pro rata share of the 
entitlement, whichever is greater. Recovery of less than these 
amounts shall be accepted if it results in equal increments or if the 
full amount can be recovered within a year. If the full amount of 
the Claim cannot be liquidated by recovering twenty-five percent 
(25%) of the monthly allotment each month for three (3) years, the 
Issuance and Accountability Unit Supervisor shall compromise 
the Claim by reducing it to an amount that will allow the 
Household to make restitution within three (3) years. Amounts 
collected shall be deposited into the Program Benefits Account. 

*b. If the Household Member fails to make a payment in accordance with 
the established Cash Repayment Schedule (either a lesser amount or no 
payment), the Issuance and Accountability Unit Supervisor shall 
send the individual a Warning Letter explaining that no payment or an 
insufficient payment was received and requiring a response within 
fifteen (1 5) days. The Issuance and Accountability Unit Supervisor 
shall take one (1) of the following actions depending on the 
Household's response: 

*i. If the Household makes the overdue payments and wishes to 
continue payments based on the previous schedule, the Household 
shall be permitted to do so; 

*ii. If the Household requests renegotiation, and if the Issuance and 
Accountability Unit Supervisor concurs with the request, the 
Issuance and Accountability Unit Supervisor shall negotiate a 
new Payment Schedule and execute a new Written Agreement with 
the Household. If during the renegotiation it becomes clear to the 
Issuance and Accountability Unit Supervisor that the full 
amount cannot be liquidated in one (1) year, he shall recommend 
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that the Issuance and Accountability Unit Supervisor 
compromise the Claim, if necessary, to an amount that will allow 
the Household to make restitution in three (3) years or less. 

*iii. If the Household fails to respond within fifteen (1 5) days the 
Issuance and Accountability Unit Supervisor shall either file a 
Claim Action in the Small Claims Court or refer the case to the 
Nutrition Assistance Program's Legal Counsel at Attorney 
General's Office for its disposition, as appropriate, by the close of 
the next work day. 

6. Methods of Collecting Payments - Fraud Claim. 

a. The Issuance and Accountability Unit Supervisor shall collect 
payments for Fraud Claim in one (1) of the following ways: 

Lump Sum. The Issuance and Accountability Unit Official shall 
collect payments in one (1) lump sum if the Household is 
financially able to pay the Claim in one (1) lump sum. However, 
the Household shall not be required to liquidate all of its resources 
to make this repayment. Amounts collected shall be deposited 
into the Program Income Account as illustrated in paragraph 
R9 below. 

Repayment in Installments in the form of Cash, Money Order 
and Payroll Allotment. If the Household Member found guilty of 
Fraud agrees to a repayment in cash, but the Household has 
insufficient liquid resources or is otherwise unable to pay the 
Claim in one (1) lump sum, payments shall be accepted in regular 
monthly installments, at  the least, and may be in the form of 
cash, money order or through payroll allotment. The 
Household shall not be required to liquidate all of its resources to 
make this repayment. However, the Issuance and Accountability 
Unit Supervisor should attempt to recover the full amount within 
a year of the establishment of the Claim or as soon as possible 
thereafter. The State Agency Nutrition Assistance Program shall 
not compromise Fraud Claim. The balance outstanding after three 
(3) years shall be referred to the Small Claims Court for collection. 
The Issuance and Accountability Unit Supervisor will use the 
full amount of the Claim to offset benefits as provided herein. The 
State Agency Nutrition Assistance Program may, at its 
discretion, accept a minimum monthly repayment in the 
amount of twenty-five dollars ($25) based on the Household's 
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income and other payment obligations. Amounts collected 
shall be deposited into the Program Income Account as 
illustrated in paragraph R9 below, 

iii. Reduction in Food Stamp Allotment. Prior to reduction, the 
Issuance and Accountability Unit Official shall discuss with the 
Household the amount of Food Stamps to be recovered each 
month. The amount of Food Stamps to be recovered each month 
shall be twenty-five percent (25%) of the Household's monthly 
allotment. Recovery of less than these amounts shall be accepted if 
it results in equal increments and if the full amount of the Claim 
can be recovered within a year. If the full amount of the Claim 
cannot be liquidated by recovering twenty-five percent (25%) of 
the monthly allotment each month for three (3) years, the Issuance 
and Accountability Unit Supervisor shall increase the percentage 
of the monthly allotment for recovering the Claim as necessary in 
order to liquidate the Claim within three (3) years. Amounts 
collected shall be deposited into the Program Benefits Account. 

*b. If the Household Member fails to make a payment in accordance 
with the established Cash Repayment Schedule (either a lesser 
amount or no payment), the Issuance and Accountability Unit 
Supervisor shall send the individual a Warning Letter explaining 
that no payment or an insufficient payment was received and 
requiring a response within fifteen (1 5) days. The Issuance and 
Accountability Unit Supervisor shall take one (1) of the 
following actions depending on the Household's response: 

*i. If the Household makes the overdue payments and wishes to 
continue payments based on the previous schedule, the 
Household shall be permitted to do so; 

*ii. If the Household requests renegotiation, and if the Issuance 
and Accountability Unit Supervisor concurs with the request, 
the Issuance and Accountability Unit Supervisor shall 
negotiate a new Payment Schedule and execute a new Written 
Agreement with the Household. If during the renegotiation it 
becomes clear to the Issuance and Accountability Unit 
Supervisor that the full amount cannot be liquidated in one (1) 
year, he shall recommend that the State Agency Nutrition 
Assistance Program compromise the Claim, if necessary, to 
an amount that will allow the Household to make restitution in 
three (3) years or less. 
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*iii. If the Household fails to respond within fifteen (1 5) days the 
Issuance and Accountability Unit Supewisor shall either file 
a Claim Action in the Small Claims Court or refer the case to 
the Nutrition Assistance Program's Legal Counsel at 
Attorney General's Ofice for its disposition, as appropriate, by 
the close of the next work day. 

7. Accounting. 

a. The Issuance and Accountability Unit Supewisor shall maintain a 
Ledger to account for Outstanding Claim. At a minimum, the Ledgers 
shall contain the following information for each case: Case Number; 
Case Name; Original Amount of Claim; Monthly Repayments; 
Outstanding Balance, if any; and, Entry Dates. The Issuance and 
Accountability Unit Supewisor shall check the Ledger for any 
Outstanding Balances prior to processing benefit restoration for any 
Household by Certification Unit. 

b. Monthly Summary Report. A Summary Report shall be submitted by 
the Program Administrator to the Secretary's Office, Department 
of Community and Cultural Affairs, each month no later than the 
fifth (5') of the month following the report month. At a minimum, the 
report shall contain the following information for each Claim category: 

i. Total Amount Collected during the Report Month (Offset and 
Cash); 

ii. Total Amount of New Claim established during the Report Month 
(Offset and Cash); 

iii. Total Amount of Non-Fraud Claim Suspended during the Report 
Month; 

iv. Total Amount Compromised; 

v. Year to Date Balances for each of the previous headings; and 

vi. Total Claim Outstanding at the end of the Report Month. 

8. Small Claim. 

*a. Establishment. The Issuance and Accountability Unit Supervisor shall 
file a Small Claim against Recipient Households for amounts 
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outstanding which meets the Commonwealth of the Northern Mariana 
Islands criterion for Small Claims in accordance with procedures 
described in paragraphs 2,3,5 and 6 of this section. Once the date and 
time for the Small Claims Hearing is established by the Court, the 
Issuance and Accountability Unit Supervisor shall provide the client 
written notice at least ten (10) days in advance of the Court Hearing 
date. 

*b. Postponement. The Adult Head of Household or its Authorized 
Representative may request, for good cause, a postponement of a 
scheduled Small Claims Hearing up to thirty (30) days. The Issuance 
and Accountability Unit Supervisor shall signify approval of the 
request for postponement by providing the recipient with a written 
stipulation stating the new date and time of the Court Hearing 
established by the Court. 

*c. Court Decision. The State Agency Nutrition Assistance Program 
shall comply with the Small Claims Court Order unless an appeal is 
initiated. The Claim Repayment Schedule will be modified, if 
necessary, in accordance with the Court Order. 

9. Program Income Account. The Program Income Account is 
established as a new business unit account that is completely separate 
from the Administrative/Operational and Program Benefits Accounts. 
The Nutrition Assistance Program Accountant shall timely transmit 
all Over Issuance Payments, Penalty Fines and Civil Money Penalties 
to Division of Treasury, then Division of Treasury credits and deposits 
said payments into the Program Income Account, The Federal Grant 
Supervisor from Division of Finance and Accounting shall provide a 
Detail Expenditure Report to Nutrition Assistance Program 
Accountant on a monthly basis for reconciliation on all Over Issuance 
Payments, Penalty Fines and Civil Money Penalties. Funds from this 
Special Account shall be for proper expenditures on continued 
improvements in Program Operations and Personnel enhancement. 
Nutrition Assistance Program shall timely monitor and maintain 
proper expenditure control of the Program Income Account. 

VII.FOOD STAMPS FOR LOCAL USE ONLY 

A. The State Agency Nutrition Assistance Program shall issue Nutrition Assistance 
Program Food Stamp Coupons designated for purchase of local foods only. 
These coupons shall be easily distinguishable from the Nutrition Assistance 
Program General Purpose Coupons, or United States Regular Coupons, which 
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may be used to purchase any eligible food or non-food item (such as farming and 
fishing implements). The Earmarked Coupon, or Local Coupon, shall bear on its 
face the statement "LOCAL, FOOD ONLY". 

B. "LOCAL FOOD ONLY" Coupons may be used to purchase only food or food 
products grown, raised, caught, or processed into a finished food product in the 
Commonwealth of the Northern Mariana Islands. 

C. An amount equal to thirty percent (30%) of the Eligible Household's total 
monthly coupon allotment shall be issued to the Household in "LOCAL FOOD 
ONLY" Coupons during each monthly Issuance. 

D. The percentage of Program Benefits allocated to local foods to take effect in the 
coming Fiscal Year (October 1) shall be determined by the Nutrition Assistance 
Program Administrator no later than July 3 1 of the current Fiscal Year. The 
Nutrition Assistance Program Administrator shall base its determination on 
the amount of local foods forecast for the coming Fiscal Year. The State Agency 
Nutrition Assistance Program may waive or modify the restriction on the use of 
Earmarked Coupons as necessary in response to unexpected shortages in the 
available local food supply. 

E. Earmarked Coupons shall be printed only in one-dollar ($1) denominations and 
shall not be used for change in a Nutrition Assistance Program Coupon 
Transaction. 

F. To encourage and promote the sale of local foods, the State Agency Retail & 
Redemption Unit shall authorize food stores to accept Nutrition Assistance 
Program Food Stamp Coupons only if they carry ten percent (10%) of their 
declared food sales in local foods. The Retail and Redemption Unit Official 
shall conduct periodic Onsite Inspections of Authorized Retailers and 
subsequently file written Reports of Findings to the Nutrition Assistance 
Program Administrator to ensure compliance with this requirement. The Retail 
and Redemption Officer shall provide a Written Warning to participating 
Authorized Retailers who are out of compliance that their Authorization may be 
Withdrawn unless they meet the ten percent (10%) local food requirement within 
thirty (30) days. The Retail and Redemption Officer shall withdraw the 
Authorization from Authorized Retailers that fail to comply the day after the 30- 
Day Warning Period. 

G. Persons using or accepting Earmarked, or Local, Coupons for anything other than 
local foods shall be subject to prosecution under pertinent Local Fraud Statutes 
and the pertinent sections of this Manual. 

VIII. ISSUANCE AND USE OF FOOD STAMP COUPONS 
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A. Basic Issuance . . .Requirements. 

The State Agency Issuance and Accountability Unit is responsible for the timely 
and accurate issuance of Nutrition Assistance Program Food Stamp Coupons to 
Eligible Households in accordance with the provisions of this Manual. The 
Issuance and Accountability Unit Supervisor shall establish an Issuance and 
Accountability System which will ensure that only Certified Households receive 
benefits; Nutrition Assistance Program Coupons are accepted, stored, and 
protected after delivery to Receiving Points within the Commonwealth of the 
Northern Mariana Islands; Program Benefits are timely distributed in the correct 
amounts; and, Coupon Issuance and Reconciliation Activities are properly 
conducted. 

B. Contracting or Dele~ating; Issuance Responsibilities. 

The State Agency Nutrition Assistance Program may assign to other parties, 
such as, banks, savings and loan associations, or other responsible corporate 
entities the responsibility for Issuance and storage of coupons. 

1. Any assignment of Issuance Functions shall clearly delineate the 
responsibilities of both parties. The Issuance and Accountability Unit 
Supervisor remains responsible, regardless of any agreements to the contrary, 
for ensuring that those assigned duties are carried out in accordance with this 
Manual. 

2. All Issuance Agent Contracts shall follow Procurement Standards set forth 
by Office of Management and Budget. The State Agency Nutrition 
Assistance Program shall contract only with a responsible contractor who 
submitted the lowest bid amount per Authorization to Participate in 
accordance with Invitation to Bid (ITB) and who possess the ability to 
perform successhlly under the terms and conditions of the proposed 
procurement. In making its selection, the State Agency Nutrition Assistance 
Program shall consider contractor integrity, the record of past performance, 
financial and technical resources, and the availability of other necessary 
resources. 

3. The State Agency Nutrition Assistance Program shall not assign the 
Issuance of coupons to any retail grocery store authorized to redeem coupons 
from Participant Households. 

C. State Monitoring of Coupon Issuers. 

1. The State Agency Issuance and Accountability Unit Accountability System 
shall include procedures for monitoring Coupon Issuers or Issuance Agents 
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to assure that the day-to-day operations of all Coupon Issuers or Issuance 
Agents comply with these provisions and to identify and correct deficiencies. 

2. The Issuance and Accountability Unit shall conduct an Onsite Review of 
each Coupon Issuer and Bulk Storage Point at least once every three (3) 
months. All offices or units of a Coupon Issuer or Issuance Agent are subject 
to this review requirement. The Issuance and Accountability Unit shall base 
each review on the specific activities performed by each Coupon Issuer or 
Bulk Storage Point. A physical inventory of coupons shall be taken at each 
location and that count compared with perpetual Inventory Records and the 
Monthly Reports of the Coupon Issuer or Bulk Storage Point. 

D. Issuance Systems. 

1. System classification. Nutrition Assistance Program Issuance and 
Accountability Unit Personnel will issue Nutrition Assistance Program 
Coupons through an Authorization to Participate (ATP) System in which an 
authorizing document is distributed on a monthly basis to Eligible Households 
and surrendered by the Adult Head of Household or its Authorized 
Representative to the Coupon Issuer or Issuance Agent to obtain coupons. 

*2. Certification Documentation. The State Agency Nutrition Assistance 
Program shall use a Notice of Change document, otherwise referred to as a 
Turnaround Document (TAD), and transmit information on Household 
eligibility or participation from the Certification Unit to the Issuance and 
Accountability Unit of the State Agency Nutrition Assistance Program. 
*Amendment 2-85. 

3. Household Issuance Record Master File. 

a. The Issuance and Accountability Unit Supervisor shall establish a 
Household Issuance Record (HIR) Master File that is a composite of the 
Issuance Records of all Certified Food Stamp Households. The Issuance 
and Accountability Unit Supervisor shall establish the Household 
Issuance Record Master File in a manner compatible with the system used 
for maintaining Case Records and divide the Household Issuance Record 
Master File into Active and Inactive Household Issuance Records. The 
Household Issuance Record Master File shall contain all the information 
needed to identify Certified Households, issue Authorization To 
Participate Cards, record the participation activity for each Household, and 
supply all information necessary to fulfill the reporting requirements of the 
State Agency Issuance and Accountability Unit. 

i b. The Household Issuance Record Master File shall be kept current and 
T - 
L - accurate. Household Issuance Records will be updated, or terminated, 
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based upon Notices of Change and controls for expired Certification 
Periods. 

c. Before establishing a Household Issuance Record for a Participant 
Household, the Issuance and Accountability Unit Personnel shall check 
the Household Issuance Record Master File to ensure that the ~ousehold 
is not currently participating or disqualified. 

d. The Issuance and Accountability Unit Supervisor must test all 
Automatic Data Processing System Changes Upgrades and 
modifications prior to full implementation on an as needed basis. 
Testing shall include Pre-Authorization to Participate run (Initial 
Authorization to Participates) and Over The Counter (OTC) and also 
manually produced Authorization to Participates, Coupon 
Distribution Table, Case Number, Household Size, Authorization To 
Participate Validity, Island Center, Address, and Renewal Date. 

4. Authorization to Participate Card Issuance. 

a. Authorization to Participate Cards issued by the Issuance and 
Accountability Unit Official shall contain, at a minimum: 

i. Serial Numbers; 

ii. Case Name, Address, and Food Stamp Case Number; 

iii. The Coupon Allotment for the Household; 

iv. Expiration Date; 

v. Project Area for which the Authorization to Participate Card is issued; 

vi. Space for the signature of the Adult Head of Household or its 
Authorized Representative; and 

*vii. Household Size. "Amendment 2-85. 

b. The State Agency Issuance and Accountability Unit shall clearly mark 
each Authorization to Participate Card with an expiration date. The 
Authorization to Participate Card shall be valid for the entire month of 
Issuance. 

c. The Issuance and Accountability Unit Supervisor shall void all 
Authorization to Participate Cards mutilated or otherwise rejected during 
the preparation process. The Voided Authorization to Participate Cards 
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shall either be filed for audit purposes or destroyed. Destruction shall be 
witnessed by at least two (2) Issuance and Accountability Unit 
Personnel and the Issuance and Accountability Unit Supervisor shall 
maintain a record of all destroyed Authorization to Participate Cards. 

d. Participating Households shall sign for their Authorization to Participate 
Cards when they obtain their Authorization to Participate Cards from the 
Issuance and Accountability Unit Official. 

e. An Adult Head of Household or its Authorized Representative may 
designate an Emergency Authorized Representative to obtain the 
Household's allotment with a particular Authorization to Participate Card. 
The Emergency Authorized Representative must present the Household's 
Identification Card and a statement signed by the representative and the 
Adult Head of Household or its Authorized Representative already 
named on the Identification Card authorizing the representative to obtain 
the Household's coupons and attesting to the signature of the Emergency 
Authorized Representative. The Adult Head of Household or its 
Authorized Representative shall not be required to travel to the Food 
Stamp Office to execute the designation. Control comparable to that of 
normal Issuance Transaction is achieved by the comparison of the 
signatures of the Adult Head of Household or its Authorized 
Representative named on the Identification Card with the signature 
designating the Emergency Authorized Representative, the signature on 
the Authorization to Participate Card at the Issuance Point with the 
Emergency Authorized Representative's signature attested to by the Adult 
Head of Household or its Authorized Representative, and any form of 
Photo Identification of the representative upon request. A separate 
written designation is needed each time an Emergency Authorized 
Representative is used. 

f. Prior to Coupon Issuance, the Cashier or Issuance Agent Staff shall ask 
the person requesting Food Stamps for proper identification as the 
certified Adult Head of Household, Authorized Representative or 
Emergency Authorized Representative. The person shall present to the 
Cashier both the Food Stamp Identification Card and the Authorization to 
Participate Card, and any form of Photo Identification upon request. 
The Cashier shall examine the Authorization to Participate Card for 
authenticity, alteration, and date of expiration. If the Authorization to 
Participate Card is valid, the person requesting Food Stamps shall sign the 
Authorization to Participate Card in the presence of the Cashier. The 
Cashier shall compare the signature on the Authorization to Participate 
Card with the signature on the Identification Card. In cases where an 
Emergency Authorized Representative obtains the coupons, the signature 
and identification check shall be governed by the policy discussed in (e) 
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immediately preceding. If the person requesting coupons has already 
signed the Authorization to Participate Card, the person shall be required 
to sign a separate piece of paper for signature comparison. If the 
signatures agree, coupons shall be issued. 

g. The Issuance and Accountability Unit Supervisor shall clearly 
differentiate between Initial and Replacement Authorization to Participate 
Card Issuance. 

h. The Coupon Issuer or Issuance Agent shall reconcile its Issuance on a 
daily basis. 

i. The Issuance and Accountability Unit Supervisor shall provide for the 
issuance of Coupon Replacements due to improper manufacture or 
mutilation. 

i. The Issuance and Accountability Unit Supervisor shall examine the 
improperly manufactured or mutilated coupons to determine the 
validity of the claim and the amount of coupons to be replaced. 

ii. If the Issuance and Accountability Unit Supervisor can determine 
the value of the improperly manufactured or mutilated coupons, the 
Issuance and Accountability Unit Supervisor shall replace the 
unusable coupons on a dollar-for-dollar exchange. If the unusable 
coupons are those earmarked for purchase of local foods only, the 
Issuance and Accountability Unit Supervisor shall replace them 
with similarly identified coupons. After exchange, the State Agency 
Issuance and Accountability Unit shall destroy the flawed coupons 
in accordance with procedures contained in this Manual. 

iii. If the Issuance and Accountability Unit Supervisor cannot 
determine the value of the improperly manufactured or mutilated 
coupons, the Issuance and Accountability Unit Supervisor shall 
cancel the coupons by writing or stamping "CANCELLED" across the 
face of the coupons and check with the Issuance Agent to determine 
the amount issued to the client. 

5. Manually Prepared Authorization to Participate Cards. 

a. The State Agency Issuance and Accountability Unit shall manually 
prepare and issue Authorization to Participate Cards at the local level if 
necessary to provide an opportunity to participate to Households certified 
on an expedited basis, to comply with processing standards for Initial 
Certification and Recertifications and for action on reported changes, and 
to replace lost or stolen Authorization to Participate Cards or allotments. 
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To minimize the possibility of misuse of manually prepared Authorization 
to Participate Cards, the Issuance and Accountability Unit Supervisor 
shall: 

i. Divide responsibility for the issuance of the Authorization to 
Participate Card between at least two (2) people to prevent a single 
individual from having complete control over' both the documents 
which authorize the issuance of Authorization to Participate Cards and 
the Authorization to Participate Cards themselves; 

ii. Record immediately on the Household Issuance Record Master File the 
serial number and other issuance information from the Authorization 
to Participate Card; and 

iii. Require the Nutrition Assistance Program Administrator to review all 
Over The Counter Authorization to Participate Cards prepared after the 
Cut-Off Date for machine-generated Authorization to Participate 
Cards. Manually prepared Authorization to Participate Cards may be 
issued to Initial Applicant or Re-Opened Households (who miss the 
machine-generated Cut-Off Date but are determined eligible) up to the 
twentieth (20th) of the month. Under no circumstances, however, will 
a Household be issued an Over The Counter Authorization to 
Participate Card after the twentieth (20th) of the month unless the 
Department of Community and Cultural Affairs Secretary 
determines that there is an emergent need and approves the issuance in 
writing. 

b. For initial certifications, the Issuance and Accountability Unit 
Supervisor shall prevent duplicate or unauthorized participation by 
checking its records prior to issuing the Manual Authorization to 
Participate Card to assure that the Household is not currently certified for 
that month or is not disqualified from participation. 

c. The State Agency Issuance and Accountability Unit shall issue an 
Emergency Replacement Authorization to Participate Card only if the 
original Authorization to Participate Card is reported lost or stolen in the 
period for which it was intended. 

i. Prior to authorizing the issuance of a Replacement Authorization to 
Participate Card, the Issuance and Accountability Unit Supervisor 
shall determine if the Household is currently certified and if the lost or 
stolen Authorization to Participate Card was valid for the current 
month. 
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*ii. The participant must sign a Notarized Sworn Affidavit stating that the 
original Authorization to Participate Card will be returned to the 
Issuance and Accountability Unit Supervisor if recovered by the 
Household. The Notarized Sworn Affidavit shall be filed in the Case 
File. Said Affidavit must be signed under penalty of perjury. The 
Issuance and Accountability Unit Supervisor shall compile a list of 
Authorization to Participate Cards reported lost during the month and 
check the Authorization to Participate Reconciliation Report at the end 
of the month to determine if lost Authorization to Participate Cards 
were used to obtain coupons. The State Agency Management 
Evaluation Unit shall investigate incidents of lost Authorization to 
Participate Cards that were transacted and based on its findings, take 
appropriate action. *Amendment 2-85. 

6. Issuance of Coupons to Households. The Issuance Agent shall issue Coupon 
Books in accordance with the Table for Coupon Book Issuance provided by 
the State Agency Issuance and Accountability Unit. The Issuance Agent 
may deviate from the Table if the specified Coupon Books are unavailable. 
Exceptions from the Table are authorized for the blind and visually 
handicapped participants who request that all coupons be of one (1) 
denomination. The Issuance and Accountability Unit Official shall issue 
the Coupon Books in consecutive serial number order whenever possible, 
starting with the lowest serial number of each Coupon Book denomination. 
The Adult Head of Household or its Authorized Representative whose 
name appears on the Nutrition Assistance Program Identification Card 
shall sign the Coupon Books prior to pick-up. 

E. Distribution of Coupons. 

1. Coupon Inventory Management. The Issuance and Accountability Unit 
Supervisor shall establish a Coupon Inventory Management System that 
ensures that coupons are requisitioned and inventories are maintained in 
accordance with the requirements of this Manual of Operations. 

a. The Issuance and Accountability Unit Supervisor shall monitor the 
coupon inventories of the Coupon Issuer and Bulk Storage Point to ensure 
inventories are at proper levels and are not in excess of the reasonable 
needs of the Coupon Issuer or Issuance Agent. The Issuance and 
Accountability Unit Supervisor shall consider, among other things, in 
determining the reasonable inventory needs, the ease and feasibility of 
resupplying such inventories from the Manufacturer or Printing Agent. 
The inventory levels at each of the Coupon Issuer sites and Bulk Storage 
Point shall not exceed a 3-Month Supply. 
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b. The Issuance and Accountability Unit Supervisor shall establish an 
Accounting System for monitoring the inventory activities of the Issuance 
Agent. The Issuance and Accountability Unit Supervisor shall review 
periodic reports from the Issuance Agent to determine the propriety and 
reasonableness of the inventories at least once a month. Reports of 
improperly manufactured or mutilated coupons, reports of shortages or 
overages of Nutrition Assistance Program Coupon Books and physical 
inventory controls shall be used by the Issuance and Accountability Unit 
Supervisor to assure the accuracy of Monthly Reports and the Issuance 
Agent's compliance with required inventory levels and the accuracy and 
reasonableness of coupon orders. 

2. Coupon Controls. The State Agency Issuance and Accountability Unit shall 
establish Control and Security Procedures to safeguard coupons similar to 
those used to protect currency. The State Agency Nutrition Assistance 
Program and all people in organizations acting on its behalf, shall take the 
necessary precautions to: 

a. Safeguard coupons from theft, embezzlement, loss, damage, or 
destruction; 

b. Avoid unauthorized transfer, negotiation, or use of coupons; and, 

c. Avoid issuance and transfer of altered or counterfeit coupons. 

The exact nature of security arrangements will depend on State Agency 
Nutrition Assistance Program evaluation of local Coupon Issuance and 
Storage Facilities. These arrangements will permit the timely issuance of 
coupons while affording a reasonable degree of coupon security. 

3. State Coupon Requisitioning. The Issuance and Accountability Unit 
Supervisor shall arrange for the ordering of coupons and the prompt 
verification and written acceptance of the contents of each coupon shipment. 
The Issuance and Accountability Unit Supervisor shall maintain on file 
copies of appropriate delivery acknowledgments. 

4. Transporting Coupons. In every instance when coupons are transported, the 
person(s) transporting the coupons shall: 

a. Acknowledge their receipt in writing; 

b. Accord the coupons as much protection as is reasonable; and, 

c. Advise the Issuance and Accountability Unit Supervisor of the routes 
to be taken, the shipment departure time, and the estimated arrival time. 
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5. Specimen Coupons. The Issuance and Accountability Unit Supervisor will 
provide Non-Negotiable Specimen Coupons to Authorized Retailers upon 
written request for the purpose of educating and training employees on 
Program Operations. 

a. Authorized Retailers shall store Specimen Coupons in secure storage with 
access limited to Authorized Personnel. 

b. Specimen Coupons that are mutilated, improperly manufactured, or 
otherwise unusable, shall be destroyed by the State Agency Issuance and 
Accountability Unit. Such destruction shall be witnessed by two (2) 
Nutrition Assistance Program Personnel from the Issuance and 
Accountability Unit and noted on the file. 

F. Responsibilities of Coupon Issuers or Issuance Agents. 

1. Receipt of Coupons. Coupon Issuers or Issuance Agents shall promptly 
verify and acknowledge, in writing, the contents of each coupon shipment or 
coupon transfer delivered to them and shall be responsible for the custody, 
care, control, and storage of coupons. 

2. Inventory Level. Issuance Agents shall maintain a proper level of coupon 
inventory not in excess of reasonable needs, taking into consideration the ease 
and feasibility of resupplying such coupon inventories. Such inventory levels 
shall not exceed a 3-Month Supply. 

Reporting. Issuance Agents shall report weekly to the Issuance and 
Accountability Unit Supervisor. These reports shall be signed by the 
Issuance Agent or appropriate Corporate Official, certifling that the 
information is true and correct to the best of that person's knowledge and 
belief. At a minimum, the Weekly Report shall indicate by book size the 
Number of Coupons Received, the Number of Coupons Issued, the Number of 
Authorization to Participate Cards Transacted, and the Number of Coupons on 
Hand (by book size). 

4. Supporting Documentation. Coupon Issuance Points shall submit to the 
Issuance and Accountability Unit Supervisor supporting documentation 
that will allow verification of the Weekly Report. At a minimum, such 
documentation shall include documents supporting coupon shipments, 
transfers and issuance. The Coupon Issuer or Issuance Agent shall submit 
transacted Authorization to Participate Card batches according to each week's 
activity, in accordance with the schedule prescribed by the State Agency 
Issuance and Accountability Unit. 
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5. Improperly Manufactured or Mutilated Coupons. Issuance Agents shall 
cancel improperly manufactured or mutilated coupons or Coupon Books by 
writing or stamping "CANCELLED across the face of the coupon(s) and 
Coupon Book(s). The Coupon Issuer or Issuance Agent shall hold the 
coupons in secure storage for examination and destruction by the State 
Agency Issuance and Accountability Unit. 

G. Reconciliation. 

1. Verification of Authorization to Participate Card issuance. 

*a. The State Agency Issuance and Accountability Unit shall verifl the 
number of transacted Authorization to Participate Cards received from the 
Issuance Agent and the total value of authorized coupon issuance. The 
Reconciliation Process will be completed and a Reconciliation Report 
issued no later than two (2) working days after the end of the month in 
which the transacted Authorization to Participate Cards were in effect. 
*Amendment 2-85. 

b. Authorization to Participate Cards batches not reconciled shall be 
maintained intact by the Issuance and Accountability Unit Supervisor 
until the discrepancy is resolved with the Issuance Agent. 

c. Following receipt and verification of the final batch of Authorization to 
Participate Cards for the month, the Issuance and Accountability Unit 
Supervisor shall determine the total value of authorized issuance for each 
Coupon Issuer. Any expired Authorization to Participate Cards shall 
be handled as Issuance Agent errors and shall not be reported as 
authorized issuance on the Reconciliation Report. The Issuance Agent 
shall reimburse the State Agency Nutrition Assistance Program for any 
unauthorized issuance of coupons within thirty (30) days of the Over 
Issuance. 

2. Reconciliation of Authorization to Participate Cards with the Household 
Issuance Record Master File. 

a. The Issuance and Accountability Unit Supervisor shall post and 
reconcile all transacted Authorization to Participate Cards against the 
Household Issuance Record Master File. The reconciliation of 
Authorization to Participate Cards shall be accomplished at the level in the 
State Agency Nutrition Assistance Program where the Household 
Issuance Record was created from the Notices of Change. This posting 
and reconciliation shall, at a minimum, include for each Authorization to 
Participate Card a comparison of the total coupon allotment. The 
Issuance and Accountability Unit Supervisor shall merge the records of 
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the manually prepared Initial and Replacement Authorization To 
Participate Card issuance with the Household Issuance Record Master File 
prior to posting and reconciling the transacted Authorization to Participate 
Cards. Authorization to Participate Cards issued to replace Authorization 
to Participate Cards reported lost or stolen shall be separately identifiable, 
as the transaction of both the original and replacement Authorization to 
Participate Cards represents a duplicate issuance that must be reported on 
a Reconciliation Report. 

b. Identification of Unreconciled Authorization to Participate Cards. The 
Issuance and Accountability Unit Supervisor shall identify all 
transacted Authorization to Participate Cards that are not reconciled 
with the Household Issuance Record Master File as expired, 
duplicate, altered, stolen, or counterfeit. Unreconciled Authorization to 
Participate Cards shall be recorded on a Reconciliation Report. This 
identification shall be used to establish the liabilities of the Issuance Agent 
and for determination of Corrective or Claim Action. 

H. Issuance Records Retention and Security. 

1. Availability of Issuance Records. The State Agency Issuance and 
Accountability Unit and the Issuance Agent shall maintain Issuance Records 
for a period of three (3) years fiom the month of origin. 

a. Issuance Records shall include, at a minimum: Notices of Change, 
Inventory Records, Transacted Authorization To Participate Cards, 
Issuance Agent's Weekly Reports and substantiating documents, Daily 
Coupons Issued Log Sheet, and the Household Issuance Record Master 
File. 

b. In lieu of the records themselves, microfilm, microfiche, or computer tapes 
may be maintained, as long as they are easily retrievable for Audit Review 
Purposes. 

2. Control of Issuance Documents. The Issuance and Accountability Unit 
Supervisor shall control all Issuance documents that establish Household 
eligibility while the documents are transferred and processed within the State 
Agency Nutrition Assistance Program. The Issuance and Accountability 
Unit Supervisor shall use numbers, batching, inventory control logs, or 
similar controls fiom the point of initial receipt through the Issuance and 
Reconciliation Process. The Issuance and Accountability Unit Supervisor 
shall also ensure the security and control the Authorization to Participate 
Cards in transit fiom the Manufacturer or Printing Agent to the State Agency 
Issuance and Accountability Unit Office. 
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3. Authorization to Participate Cards as Accountable Documents. Authorization 
to Participate Cards shall be considered accountable documents. The 
Issuance and Accountability Unit Supervisor shall provide the following 
minimum Security and Control Procedures for these documents: 

Preprinted Serial Numbers; 

Secure Storage; 

Access limited to Authorized Personnel; 

Bulk Inventory Control Records; 

Subsequent Control Records maintained through the Point of Issuance or 
use; and 

Periodic Review and Validation of Inventory Controls and Records by 
parties not otherwise involved in maintaining Control Records. At a 
minimum, these reviews shall be conducted once a month. 

4. Notice of Change, otherwise referred to as Turnaround Document, and 
Nutrition Assistance Program Identification Card Security. For blank 
Nutrition Assistance Program Identification Cards and Notices of Change 
which initiate, update, or terminate the Household Issuance Record, the 
Issuance and Accountability Unit Supervisor shall at a minimum, provide 
secure storage and limit access to Authorized Personnel. 

I. State Agency Issuance and Accountabilitv Unit Reporting Destruction of 
Unusable Coupons. 

1. State Agency Issuance and Accountability Unit Reporting. 

a. The Issuance and Accountability Unit Supervisor shall review periodic 
reports from Coupon Issuers or Issuance Agents for accuracy, 
completeness and reasonableness. 

b. The Issuance and Accountability Unit Supervisor shall compile figures 
after the end of the Issuance Month based on Household Issuance Record 
Card Data or transacted Authorization to Participate Cards. These figures 
shall include all issuance supported by issuance documents including 
expired, altered, stolen, counterfeit, and duplicate issuance which occurred 
during the report month. 
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c. The Issuance and Accountability Unit Supervisor shall prepare a 
Monthly Summary Report containing the data enumerated in item b 
immediately above. 

2. Destruction of Unusable Coupons. 

The Issuance and Accountability Unit Supervisor shall require the 
Issuance Agent and the Coupon Manufacturer or Printing Agent to hold 
the unusable coupons in secure storage pending examination and 
destruction by Issuance and Accountability Unit Personnel. After 
verification of the reports from those points, the Issuance and 
Accountability Unit Official shall destroy improperly manufactured or 
mutilated coupons or Coupon Books received from the Issuance Agent 
and Printing Agent, and unusable coupons or Coupon Books returned by 
Households. 

The Issuance and Accountability Unit Official shall destroy the coupons 
and Coupon Books by burning, shredding, tearing, or cutting sb they are 
not negotiable. The Issuance and Accountability Unit Supervisor shall 
witness and certify the destruction. Such certification shall be kept on file 
with the Monthly Summary Report discussed in item I. l c  above. 

J. Close Out of a Coupon Issuer or Issuance Agent. 

1. Definition of Responsibilities. Whenever the services of a Coupon Issuer or 
Bulk Storage Point are terminated, the State Agency Issuance and 
Accountability Unit shall perform the responsibilities described below. If an 
Issuance Agent has more than one (1) functioning unit and one (1) of these 
facilities is terminated, the Issuance Agent shall notify the Issuance and 
Accountability Unit Supervisor at least thirty (30) days in advance of the 
pending termination of any of its services prior to the actual termination. 

2. Close Out Accountability. The Issuance and Accountability Unit 
Supervisor shall perform a Close Out Audit of a Coupon Issuer or Issuance 
Agent within thirty (30) days of termination of the Issuance. 

3. Transfer of Coupon Inventory. 

a. Prior to the transfer of Coupon Inventory to another Issuance Agent, the 
Issuance and Accountability Unit Personnel shall perform an actual 
physical count of coupons on hand. 

b. The Issuance and Accountability Unit Supervisor shall transfer the 
inventory to another issuer. The transfer of coupons shall be properly 
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reported and documented by both the point being terminated and the point 
receiving the inventory. 

4. Maintenance of Participant Service. 

a. At least thirty (30) days before actual termination of a Coupon Issuer or 
Issuance Agent, the Issuance and Accountability Unit Supervisor shall 
notify affected participants of the impending closure. Notification shall 
include identification of alternate Issuance Location. The State Agency 
Issuance and Accountability Unit shall post notices at the office(s) of 
the Issuance Agent of the impending closure and may use mass media, 
Authorization to Participate stuffer, or the monthly Nutrition Assistance 
Program Food Stamps Newsletter to advise participants about the 
expected closure of the Issuance Agent Office. 

b. If closure of the Issuer will affect a substantial portion of the caseload or a 
specific geographic area, the State Agency Nutrition Assistance Program 
shall take whatever action is necessary to maintain participant service 
without interruption. 

c. If an Issuance Agent is to be closed for noncompliance with Contractual 
Requirements and alternate Issuance facilities or systems are not readily 
available, the State Agency Nutrition Assistance Program may continue 
to use the Coupon Issuer or Issuance Agent for a limited time. In these 
situations, the Issuance and Accountability Unit Personnel shall 
perform weekly Onsite Reconciliation of Coupon Issuance. The State 
Agency Nutrition Assistance Program shall continue to actively seek 
other Issuance alternatives. 

K. Use of Coupons by Eligible Households. 

1. Eligible Food. An Adult Head of Household or its Authorized 
Representative must sign each Coupon Book issued to the Household. The 
coupons may be used only by the Adult Head of Household or its 
Authorized Representative to purchase eligible food for the Household and 
basic farming and fishing equipment and livestock. Nutrition Assistance 
Program Coupons identified as for purchase of local foods only shall not be 
used to purchase food imported from outside the Commonwealth of the 
Northern Mariana Islands nor shall they be used as change. Uncancelled 
and unendorsed coupons of one-dollar ($1) denomination and five-dollar ($5) 
denomination, returned as change by Authorized Retailers, may be presented 
as payment for eligible food and other eligible items. All other detached 
coupons may be accepted only if accompanied by the Coupon Book that bears 
the same serial number as the detached coupons. It is the right of the Adult 
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Head of Household or its Authorized Representative to detach the coupons 
from the book. 

2. Livestock. Eligible Households may use all or any part of the coupons issued 
to them to purchase livestock. Nutrition Assistance Program Coupons 
identified as for purchase of local foods only, specifically the Local 
Coupons, shall be used to purchase livestock. However, in the absence of 
Local Coupons, the U.S. Regular Coupons may also be used for the same 
purchase. 

3. Farming/Fishing Equipment. Eligible Households may use all or any part of 
the coupons issued to them except for Nutrition Assistance Program 
Coupons identified as for purchase of local foods only, specifically the Local 
Coupons, to purchase basic farming equipment, such as, rakes, hoes, sickles, 
shovels, fruit or vegetable seeds and seedlings, garden (water) hose, and 
fertilizer, etc.; and, fishing equipment, such as, hooks, rods, harpoons, knives, 
lines, nets, spears, reels, diving masks and goggles, and water resistant 
(underwater) flashlights, etc. 

4. Use of Identification Cards. The Adult Head of Household or its Authorized 
Representative shall present his Nutrition Assistance Program Identification 
Card, at the minimum, to the Authorized Retailers when exchanging 
Nutrition Assistance Program Coupons for eligible food and other eligible 
items enumerated on item K.2 and 3 above, performing Recertifications 
at Certification Unit, and picking up benefits at the designated Issuance 
Agent Location. Additionally, any form of Photo Identification should be 
presented upon request for proof of identity. 

5. Prior Payment Prohibition. Coupons shall not be used to pay for any eligible 
food and other eligible items enumerated on item K.2 and 3 above 
purchased prior to the time at which the coupons are presented to Authorized 
Retailers. Neither shall coupons be used to pay for any eligible food nor 
other eligible items enumerated on item K.2 and 3 above in advance of the 
receipt of food, except when prior payment is for eligible food and other 
eligible item enumerated on item K.2 and 3 above purchased for Northern 
Islands Recipients. 

6. Cash Change. When change in an amount less than one dollar ($1) is required 
in a coupon transaction, the Adult Head of Household or its Authorized 
Representative shall receive the change in cash not to exceed ninety-nine 
cents (.99). 

7. Change Making. Only unendorsed uncancelled one-dollar ($1) coupons and 
five dollars ($5) coupons may be used as change in Nutrition Assistance 
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Program Coupon transactions. One-dollar ($1) coupons earmarked for local 
foods only shall not be used for change making. 

IX. MANAGEMENT EVALUATION SYSTEM 

A. State Agency Management Evaluation Unit Responsibilities. 

The State Agency Secretary (Department of Community and Cultural 
Affairs Secretary) in compliance with sections 17Cj) and (k) and 18Cj) of the 
Memorandum of Understanding shall establish a continuing Management 
Evaluation System to review performances by the State Agency Nutrition 
Assistance Program in its administration of the Program in the 
Commonwealth of the Northern Mariana Islands. The components of the 
State Agency's Management Evaluation System shall, at  the least, include: 

a. Data Collection through ongoing Quality Control (QC) Reviews 
throughout the Fiscal Year, including but not limited to, monitoring 
Reviews to evaluate Program Operations and Certification Actions; 

b. Analysis and evaluation of data fiom all sources which shall be distributed 
in a formal Report of Findings as follow: the Management Evaluation 
Unit Fiscal Year Report of Findings shall be addressed to the 
Nutrition Assistance Program Administrator once a year within thirty 
(30) days of the end of the Fiscal Year; an Interim Report of Findings of 
Random Cases reviewed to date shall be submitted to the State Agency 
Secretary, with a courtesy copy furnished to the Nutrition Assistance 
Program Administrator, after six (6) months; a Comprehensive 
Calendar Year Report of Findings of Random Cases reviewed shall be 
submitted to the State Agency Secretary, with a courtesy copy 
furnished to the Nutrition Assistance Program Administrator, within 
thirty (30) days of the end of the Calendar Year; an Interim Report 
of Findings of Random Cases reviewed shall be submitted to State 
Agency Secretary, with a courtesy copy furnished to the Nutrition 
Assistance Program Administrator, within thirty (30) days following 
the foregoing period; the Management Evaluation Unit Calendar 
Year Annual Report shall be submitted to the Nutrition Assistance 
Program Administrator, the estimated report thirty (30) days prior to 
the end of the Calendar Year and the final report within thirty (30) 
days of the end of the Calendar Year, for the Governor's Report on 
the State of Commonwealth Address; 

c. Formulation of a comprehensive Corrective Action Plan (CAP) which 
shall respond to the formal Report of Findings and which shall be updated 
and modified as more current data are received fiom the different sources 
of analysis and evaluation; 
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d. Implementation of Corrective Actions and monitoring of the Corrective 
Actions until completion or modification. 

2. The Department of Community and Cultural Affairs Secretary shall 
designate a Unit separate from the Nutrition Assistance Program to coordinate 
and perform the necessary activities of the Management Evaluation System. 
This Unit shall be referred to as the Management Evaluation unit and 
shall remain organizationally distinct from the Nutrition Assistance 
Program and under the direct supervision and authority of the Secretary 
of the Department of Community and Cultural Affairs. 

3. The State Agency Nutrition Assistance Program shall employ sufficient 
personnel to perform all aspects of the Management Evaluation System as 
required by this section. 

B. Food and Nutrition Service Responsibilities. 

Food and Nutrition Service shall review its information copy of the Management 
Evaluation Unit Corrective Action Plan and may suggest improvements to the 
Plan. Food and Nutrition Service may comment on all functions performed at 
State Agency level in the administratiodoperation of the Program, such as, but 
not limited to: Certification and Issuance Procedures; Security and Control 
Procedures; Accountability; Reconciliation; Record Keeping and Reporting 
Procedures; Training; Outreach; Redemption Procedures; Retailer Monitoring 
Procedures; Fraud; Fair Hearing; Work Registration; Disaster Preparedness; 
and, Program Monitoring. Food and Nutrition Service shall monitor Corrective 
Actions by whatever means or fiom whatever source is available to it to determine 
that compliance with the Federal Regulations and Memorandum of Understanding 
have been met. 

C. Evaluation System. 

The Management Evaluation Unit Supervisor shall prepare a Management 
Evaluation Unit Handbook that will describe the policies and procedures 
governing the activities of the State Agency Management Evaluation Unit. 

1. Modified Quality Control Review. 

a. The Management Evaluation Unit shall review five-percent (5%) of the 
Active (Certified or Eligible) Cases, or Random Cases, and one hundred 
percent (100%) of the Inactive (Denied, Withdrawn and Terminated) 
Cases, or Negative Cases, each month. 
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b. Case Files shall be Desk Reviewed to determine proper application of 
policy, verification (as it may warrant necessary), documentation, and 
computation for each review element. The Management Evaluation Unit 
shall conduct a Full Field Review, or Random Home Visitation, of five 
(5) Active Cases selected at random from the Random Listing of five 
percent (5%) of Active Household Cases drawn from the Household 
Issuance Record Master File by the computer each month. Cases with 
Over Issuance which were not selected for Full Field Review shall be 
subject to Field Investigation. Additionally, the Management Evaluation 
Unit shall conduct Field Investigations on questionable cases requested 
by the Certification Unit and other concerned citizens, but these cases 
shall not be included as part of the Random Listing for the month. 
Questionable Saipan Cases are treated with high priority and action 
should be expedited as soon as possible upon receipt of request for 
investigation. With Tinian and Rota Cases, action is expedited on the 
scheduled Quarterly Trips or  on a monthly basis should it warrants 
necessary. Moreover, the Management Evaluation Unit shall conduct 
Field Investigations on retail outlets suspected of Fraud. 
Subsequently, Management Evaluation Unit Official responsible for 
any Random Home Visitation or Field Investigation Case shall submit 
a complete Report of Findings with Recommendations to the 
appropriate Unit (Certification Unit or Retail and Redemption Unit), 
through the Program Administrator for his disposition, in a timely 
manner or within five (5) days of the following month, as appropriate, 
for the record and for affected Unit to expedite any appropriate 
Corrective Action as may deemed necessary. At State Agency 
Nutrition Assistance Program discretion, severe cases subject for 
extreme penalties and charges based on solid evidence and 
determination of Program Violation(s) fraudulently committed may 
be referred to the Nutrition Assistance Program's Legal Counsel at 
the Attorney General's Office for further investigation and/or 
prosecution. 

c. All Nutrition Assistance Program Personnel shall cooperate fully with the 
State Agency Management Evaluation Unit in providing all information 
necessary to facilitate completion of the Review and Investigation. 

d. The Management Evaluation Unit shall provide State Agency 
Certification Unit in a timely manner a Review Action Form 
(Management Evaluation Unit Random Case Review Disposition 
Record or Management Evaluation Unit Negative Case Review 
Disposition Record) for each Quality Control Review completed. These 
Review Forms must be returned with comments to the Management 
Evaluation Unit within ten (10) days after receipt with Corrective 
Actions imposed accordingly as applicable. To effectively control and 
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monitor the Review Forms forwarded to Certification Unit, 
Management Evaluation Unit shall follow up with the Certification 
Unit Supervisor within five (5) days after receipt. 

e. The Management Evaluation Unit shall provide monthly Reports of 
Findings of the Random and Negative Cases, respectively, reviewed to 
the Nutrition Assistance Program Administrator for his disposition no later 
than ten (10) working days after the end of the month following the 
review month, with a courtesy copy to the Department of Community 
and Cultural Affairs Secretary. These Reports shall include an 
analysis of the findings (both numerical and narrative) and 
recommendations for Corrective Actions. 

The Management Evaluation Unit shall also provide a Quarterly Report of 
Findings of the Random Cases reviewed to the Nutrition Assistance 
Program Administrator for his disposition. This report shall include an 
analysis of the findings (both numerical and narrative) and 
recommendations for Corrective Actions. This report shall be submitted 
to the Nutrition Assistance Program Administrator no later than fifteen 
(15) working days after the end of the month following the'review quarter, 
with a courtesy copy to the Department of Community and Cultural 
Affairs Secretary. 

g. The State Agency Nutrition Assistance Program shall initiate action to 
correct individual cases as soon as possible and formulate plans to reduce 
pervasive deficiencies reported by the Management Evaluation Unit. 

2. Review of Compliance with Nutrition Assistance Program Administrative 
Requirements. 

a. The Management Evaluation Unit shall examine procedures to determine 
if controls are provided through division of responsibilities for eligibility 
determinations and issuance among Certification and Issuance and 
Accountability Units. 

In order to review this requirement, the Quality Control Reviewer shall, at  
the least, determine if: 

i. The Certification Unit responsibilities include the determination of 
Household eligibility and the creation of records and documents to 
authorize; and 

ii. The Issuance and Accountability Unit responsibilities include the 
creation and maintenance of the Household Issuance Record 
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Master File and provide Certified Households with authorized 
allotments. 

b. The Management Evaluation Unit shall determine if the Nutrition 
Assistance Program Administrator has approved all Nutrition Assistance 
Program Forms needed in the Certification and Issuance Process as well as 
all notices sent to Households. 

c. The Management Evaluation Unit shall determine if the Division of 
Nutrition Assistance Program maintains Program Records for a period 
of three (3) years from the month of origin. 

i. Certification Unit Records include, but are not limited to, the 
following: 

Case Files including Application Forms, Application 
Worksheets and Notices (Notice of Disposition, Notice of 
Adverse Action, etc.); 

H Restoration of Lost Benefits documentation; 

H Claims (Authorization to Participate Adjustment, Collection 
Breakdown, etc.); 

H Fair Hearing Records; and 

H Fraud Hearing Records. 

ii. Issuance and Accountability Unit Records include, but are not 
limited to, the following: 

H Notices of Change; 

H Household Issuance Record Master Files; 

H Transacted Coupons; and 

H Cashier's Weekly Reports. 

d. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program implement Program changes within the 
required time frames. 
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e. The Management Evaluation Unit shall determine if the following 
materials are available for public inspection during regular hours of 
regular work days: 

i. The Federal (National) Food Stamp Regulations; 

ii. The Nutrition Assistance Program Memorandum of Understanding; 

iii. The Nutrition Assistance Program Manual of Operations; and 

iv. Any other State Agency Nutrition Assistance Program Procedures 
affecting the public with regards to the Program. 

Review of Compliance with Nutrition Assistance Program Personnel 
Requirements. 

a. The Management Evaluation Unit shall assess the adequacy of the number 
of staff and qualifications for the Nutrition Assistance Program 
Administration (with the exceptions of the Administrator and 
Administrative Officer 111), Certification Unit, Issuance and 
Accountability Unit, and Retail and Redemption Unit. 

b. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that only merit personnel are used in the 
Certification Process. In addition, Management Evaluation Unit shall 
conduct on a quarterly basis, or as it may warrant necessary, Internal 
Training Programs and incentives for Certification Unit Personnel to 
ensure strict compliance with the Application Certification Process 
and Recertification. 

c. The Management Evaluation Unit shall determine if the Hearing Officials 
presiding over Hearings meet one (1) of the following: 

i. An employee of the State Agency; 

ii. An individual under contract with the State Agency; 

iii. An employee of another public agency designated by the State Agency 
to conduct Hearings; 

iv. A member or official of a statutory board or other legal entity 
designated by the State Agency; 

v. An Executive Officer of the State Agency; or 
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vi. A person expressly appointed to conduct State Level Hearings or to 
review State Hearing decisions. 

d. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program has instituted a continuing Training 
Program for all Nutrition Assistance Program Personnel through the 
various private sectors and Government Agencies for professional 
enhancement. This includes, but are not limited to, sanctioned 
workshops from the Office of Personnel Management, local and off- 
island work related seminars, Disaster Training from Guam, Fraud 
Investigative Training, etc. 

4. Review of Compliance with Certification Unit Requirements. 

a. Application Processing. 

i. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that Application Forms are readily 
accessible to potentially Eligible Households or anyone else requesting 
the form. In addition, all signed Application Forms processed by 
the Eligibility Workers must be reviewed thoroughly by the 
Certification Unit Supervisor to ensure strict compliance with 
Application Processing Procedure and accurate income and 
benefit computation. 

ii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that Applications are given on the day of 
request and are accepted when submitted so long as they have at least 
the Name of Head of Household, Mailing and Residential Address, 
and Signature of the Adult Head of Household or its Authorized 
Representative. 

iii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that all New Applicant Households and 
those with Reopen Cases first attend a Mass Orientation then 
undergo face-to-face interviews at the Certification Unit Office prior 
to Initial Certification unless a telephone interview or Home Visit is 
requested and warranted. The same applies to Recertification of 
ongoing Active Cases, except with the Mass Orientation 
Requirement. 

iv. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that all Eligibility Workers follow 
Processing Procedures with regards to Authorized Representatives. 
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v. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that Eligible Households that complete the 
initial Application Process are given an opportunity to participate no 
later than thirty (30) calendar days after the Application is filed with 
critical and required documents submitted timely. 

vi. The Management Evaluation Unit shall determine if the Certification 
Unit Supewisor ensures that all Eligibility Workers provide 
Households, which timely reapply, Program Benefits within the 
required time limits, as long as required documents are submitted. 

vii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that all Eligibility Workers assign 
Certification Periods based on individual Household circumstances. 

b. Work Registration. 

i. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that: all Household Members exempted 
from Work Registration Requirements are properly exempt; all 
exemptions are adequately documented; and, Work Registration has 
been accomplished for non-exempt members within the past three (3) 
months. 

ii. The Management Evaluation Unit shall determine if Certification 
Unit Supewisor forwards Work Registration Referral Forms to the 
Division of Employment Services (Department of Labor, 
Immigration and Employment Services) in a timely manner. 

iii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that all Eligibility Workers take 
appropriate action on information received from the Division of 
Employment Services with regards to Work Registration referrals 
and compliance, and subsequent adverse action if it warrants 
necessary. 

c. Notification to Households. 

i. The Management Evaluation Unit shall determine if Certification 
Unit provides applicants or Active Households with either a Notice of 
Eligibility, Denial, Termination, or Pending Status by the Notice of 
Disposition Form within thirty (30) days after the date of Initial 
Application or Recertification. Additionally, that Certification 
Unit also provides applicants or Active Households a Notice of 
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Disposition reflecting Withdrawal Action subsequently after the 
30-Day Period. 

ii. The Management Evaluation Unit shall determine if State Agency 
Certification Unit sends a Notice of Withdrawal (through the 
Notice of Disposition) subsequently after the thirtieth (30') day to 
Applicant Households when documentation andlor verification is 
warranted but lacking. 

iii. The Management Evaluation Unit shall determine if State Agency 
Certification Unit provides Households with a Notice of Adverse 
Action before any action is taken to reduce or to terminate benefits 
within a Certification Period. 

iv. The Management Evaluation Unit shall determine if State Agency 
Issuance and Accountability Unit, through request from 
Certification Unit, issues Nutrition Assistance Program 
Identification Cards to each Eligible Household only at the time of 
Initial Certification unless a replacement is necessary. Replacement 
Identification Cards shall be issued seven (7) calendar days after 
receipt of request from Certification Unit. 

d. Action upon Changes. 

i. The Management Evaluation Unit shall determine if State Agency 
Certification Unit imposes requirements on Households to report 
changes other than those required by the Memorandum of 
Understanding or the Nutrition Assistance Program Manual of 
Operations. 

ii. The Management Evaluation Unit shall determine if State Nutrition 
Assistance Program Mass Changes (such as, adjustments on the 
Income Eligibility Standards, the Earned Income Deduction, etc.) are 
publicized and implemented on the effective date(s) of the change(s). 

iii. The Management Evaluation Unit shall determine if State Agency 
Certification Unit handles Mass Adjustment in Supplemental Security 
Income as Mass Changes and if the benefits are recomputed effective 
in the same month as the Mass Adjustment. 

iv. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that the Notice of Change (Turnaround 
Document) is accurate, contains all required information, and is 
transmitted to the State Agency Issuance and Accountability Unit in 
time to meet Processing Requirements. 

COMMONWEALTH REGISTER VOLUME 23 #JMBER 10 OCTOBER 19,2001. PAGE 18528 



e. Restoration of Lost Benefits. 

i. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that benefits are restored as required, but 
not for losses incurred more than two (2) months from the date the 
losses were discovered (except for reversed Fraud Disqualification). 

ii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that the amount of benefits to be restored is 
offset against any Claim owed by the Household. 

iii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that an Accounting System is maintained 
for documenting a Household's entitlement for and current balance of 
restored benefits. 

iv. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that Households are notified of their 
entitlement to Restoration of Lost Benefits. The notices must include 
the amount of benefits to be restored, the method of Restoration, any 
offsetting against Claim, and the right to appeal through the Fair 
Hearing System. 

f. Claim Against Households. 

i. The Management Evaluation Unit shall determine if State Agency 
Certification Unit establishes a Claim against any Household that has 
received more Food Stamps than it was entitled to receive. 

ii. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that established Claim is offset against lost 
benefits. 

iii. The Management Evaluation Unit shall determine if State Agency 
Certification Unit initiates Collection Action then transmits to 
Issuance and Accountability Unit Supervisor to eventually send 
Written Demand Letters (Initial and Final Repayment Notices) 
which contain all required information. 

iv. The Management Evaluation Unit shall determine if the Certification 
Unit Supervisor ensures that Fraud Claim that are not repaid in cash 
are recouped from allotments in accordance with required procedures. 
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v. The Management Evaluation Unit shall determine if State Agency 
Issuance and Accountability Unit follows procedures for suspension 
and termination of Claim. 

vi. The Management Evaluation Unit shall determine if State Agency 
Issuance and Accountability Unit maintains an Accounting System 
for monitoring Claim against Households. 

vii. The Management Evaluation Unit shall review from the State 
Agency Issuance and Accountability Unit Records the pertinent 
Case Files of twenty percent (20%) of Current Claim during the month 
of Quality Control Review or twenty (20) cases, whichever number is 
greater; and, twenty percent (20%) of Closed Claim during the month 
of Quality Control Review or twenty (20) cases, whichever number is 
greater to determine the accuracy of Claim Determinations, whether 
the method and amount of repayment was negotiated with the client, 
and whether the Case File contains all appropriate documentation of 
the Claim Determination and client notices. 

g. Fair Hearings. 

i. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program provides Fair Hearing to Households 
aggrieved by any action affecting their current benefits that occurred in 
the prior sixty (60) days. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program provides advance written notice to all 
parties at least ten (1 0) days before the scheduled Hearing. 

iii. The Management Evaluation Unit shall determine if Households who 
request a Fair Hearing within the 10-Day Period provided by the 
Notice of Adverse Action and who have not specifically waived 
continuation of benefits continue to participate on the basis authorized 
prior to the Adverse Action Notice. 

iv. The Management Evaluation Unit shall determine if within sixty (60) 
days of receipt of a request for a Fair Hearing, the Hearing is 
conducted, a decision is reached, the Household and the Division of 
Nutrition Assistance Program are notified of the decision, and the 
decision is reflected in the coupon allotment. 

v. The Management Evaluation Unit shall determine if Fair Hearing 
decisions are reflected in the coupon allotment for the month of 
Issuance following the month the decision was rendered. 
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vi. The Management Evaluation Unit shall determine if the notice of the 
Fair Hearing decision includes the reason for the decision, the right to 
appeal the decision to a Court of Law, and the effect of the decision on 
the Household's benefits. 

vii. The Management Evaluation Unit shall review the pertinent Case Files 
of all Fair Hearings on record during the month the Quality Control 
Review for compliance with the foregoing and to determine whether 
the separate Fair Hearing and Fraud Disqualification Procedures 
described in the Manual of Operations are being met. 

h. Fraud Disqualification. 

i. The Management Evaluation Unit shall determine if Administrative 
Fraud Hearings or Agency Conferences are initiated when required 
and Households are notified at least fifteen (1 5) days in advance of the 
scheduled Hearing or Conference. 

ii. The Management Evaluation Unit shall determine if within sixty (60) 
days of the notification date, Hearings or Conferences are conducted, 
decisions reached, and actions taken. 

iii. The Management Evaluation Unit shall determine if individuals found 
guilty of Fraud through an Administrative Fraud Hearing or Agency 
Conference is disqualified for a period of at least three (3) months, not 
to exceed one (1) year. 

iv. The Management Evaluation Unit shall review the pertinent Case Files 
of all Fraud Hearings on record during the month of Quality Control 
Review for compliance with the foregoing and to determine whether 
the separate Fair Hearing and Fraud Disqualification Procedures 
described in the Manual of Operations are being met. 

Review of Compliance with Issuance and Accountability Unit 
Requirements. 

a. Household Issuance Record Master File. 

i. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit maintains a Household Issuance 
Record Master File which comprise the Issuance Records of all 
Certified Food Stamp Households. 
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ii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that the Household 
Issuance Record Master File is divided into Active and Inactive 
Household Issuance Records. 

iii. The Management Evaluation Unit shall determine if the Household 
Issuance Record Master File contains all required information for each 
Household and if the Issuance and Accountability Unit Supervisor 
updates the Household Issuance Records as required based upon 
receipt of a Notice of Change (or Turnaround Document) or other 
authorizing document, with controls for expired Certification Periods. 

iv. The Management Evaluation Unit shall determine if the Issuance and 
Accounting Unit Supervisor checks the Household Issuance Record 
Master File to ensure that the Household is not currently participating 
or disqualified before establishing a Household Issuance Record. 

v. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accounting Unit checks the Household Issuance 
Record Master File prior to issuance of an Authorization to Participate 
under expedited. service. 

b. Coupon Issuers or Issuance Agents. 

i. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that an Issuance and 
Accounting Unit Personnel conducts an Onsite Review of each 
Coupon Issuer and Bulk Storage Point or Issuance Agent at least once 
every three (3) months. 

ii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that the physical inventory 
of each Coupon Issuer or Issuance Agent agrees with its Perpetual 
Inventory Records and Monthly Report. 

iii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit ensures that Coupon Issuers or 
Issuance Agents check each person's Nutrition Assistance Program 
Identification Card and Authorization to Participate Card and perform 
signature comparison before coupon issuance. 

iv. The Management Evaluation Unit shall determine if the Issuance and 
Accounting Unit Supervisor ensures that replacement allotments are 
provided when coupons are mutilated or improperly manufactured. 
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v. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program has a system that allows issuance of 
coupons to Emergency Representatives. 

vi. The Management Evaluation Unit Personnel shall conduct an Onsite 
Review or observation of the Coupon Issuer or Issuance Agent 
during the Issuance Process to determine compliance with Issuance 
Procedures described in the Manual of Operations. 

c. Authorization to Participate Card Issuance. 

i. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that Authorization to 
Participate Cards contain all required information. 

ii. The Management Evaluation Unit shall determine if State Agency 
Issuance and Accountability Unit follows required actions to 
maintain control over manually prepared Authorization to Participate 
Cards, such as: at least two (2) persons are responsible for the 
issuance of the Authorization to Participate Card; information from 
the Authorization to Participate Card is immediately recorded in the 
Household Issuance Record Master File; and, cross-checks are made 
prior to issuing the Authorization to Participate Card to ensure the 
Household is not currently certified or disqualified. 

iii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that Replacement 
Authorization to Participate Cards are provided as required following 
established procedures. 

iv. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor maintains a Control Log for 
undelivered or Unclaimed Authorization to Participate Cards. 

d. Reconciliation. 

i. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that the Coupon Issuer or 
Issuance Agent reconciles its Issuance on a daily basis. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit posts all transacted Authorization 
to Participate Cards and reconciles them against the Household 
Issuance Record Master File following required procedures. 
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iii. 

iv. 

The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit verify the number of transacted 
Authorization to Participate Cards received from the Coupon Issuer or 
Issuance Agent and the total value of Authorized Coupon Issuance at 
least on a weekly basis. 

The Management Evaluation Unit shall fully reconcile the Total 
Issuance during the month of review against the source document 
(Notice of Change or Turnaround Document, Over The Counter, 
Authorization, etc.) authorizing the Issuance. 

e. Distribution of Coupons. 

i. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor established a Coupon Inventory 
Management System that ensures that coupons are requisitioned and 
that required inventories are maintained. 

ii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that the Coupon Issuer or 
Issuance Agent and Bulk Coupon Supplier or Printing Agent comply 
with established procedures when issuing, delivering and receiving 
coupons. 

iii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor ensures that the Coupon Issuer or 
Issuance Agent and Bulk Coupon Supplier or Printing Agent cancel 
improperly manufactured or mutilated coupons and follow State 
Agency Nutrition Assistance Program Procedures for disposition of 
such coupons. 

i. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor correctly prepares the Weekly 
Accountability Report. 

ii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor correctly prepares the Monthly 
Report of Participation and Coupon Issuance (Food and Nutrition 
Service-256). 

iii. The Management Evaluation Unit shall determine if the Issuance and 
Accountability Unit Supervisor retains Issuance Records at least 
three (3) years from the date of origin. 
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i. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit provides the required Security and 
Control for the Authorization to Participate Cards. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit provides secure storage and 
limited access to Blank Identification Cards and Notices of Change 
(Turnaround Documents). 

iii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit establishes Control and Security 
Procedures to safeguard coupons. 

iv. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit has adequate procedures to handle 
any loss, theft or embezzlement of coupons. 

6. Review of Compliance with Retailer Operations Requirements - Retail and 
Redemption Unit. 

a. Approval of Retail Food Stores. 

i. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer requires Firms to submit an Application 
prescribed by the State Agency Nutrition Assistance Program in 
order to participate as an Authorized Retailer. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer considers the factor delineated in section X.A2 
of the Manual prior to authorizing or denying a retailer's Application. 

iii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that all Authorized Retailers has opened 
an account with the Redemption Agent within ten (1 0) days of 
authorization for Redemption Record Tracking Purposes. 

iv. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer issues a non-transferable Authorization Card 
which automatically terminates at the end of the Calendar Year to each 
Authorized Retailer. 
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v. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit complies with procedures to handle 
Nutrition Assistance Program Coupons received by a retail store prior 
to authorization. 

b. Adverse Action against Applicant Retailers. 

i. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer follows State Agency Nutrition Assistance 
Program Procedures in denying the Application of any Firm. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer issues a Notice of Denial or a Notice of 
Withdrawal to subject Firm(s) and allows the firm(s) ten (1 0) days 
from the date of notice to request an Administrative Review of the 
State Agency Nutrition Assistance Program decision. 

c. Adverse Action against Authorized Retailers. 

i. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer takes action against any Authorized Retailer 
violating the Nutrition Assistance Program Rules, Regulations, and/or 
Procedures. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer maintains records to document Adverse Action 
against Authorized Retailers. 

iii. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit follows proper notification procedures 
when handling Firms charged with violations. 

iv. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit retrieves Authorization Cards from 
Authorized Retailers whose authorization has been withdrawn and if 
adequate notice of such withdrawals is given to the Redemption Agent 
and the Nutrition Assistance Program Recipients. 

v. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit has a system of processing Civil Money 
Penalties paid by Authorized Retailers charged with violations. 

d. Administrative Review. 
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i. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer has a system of Administrative Review of 
actions against retailers. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer schedules and conducts Administrative Reviews 
and renders a decision no later than thirty (30) days after the date of a 
request for Administrative Review. 

e. Participating Retail Stores. 

i. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit has a current listing of all Authorized 
Retailers in the Commonwealth of the Northern Mariana Islands. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Unit Personnel conducts Random Authorization Visits 
or Onsite Inspections and follow-up educational visits on a t  least 
five (5) Authorized Retailers on a monthly basis according to 
established procedures. The Report of Findings shall be submitted 
to the Nutrition Assistance Program Administrator for his 
disposition prior to any appropriate action to be taken by Retail 
and Redemption Unit as warranted, with a courtesy copy to the 
Management Evaluation Unit Supervisor. 

iii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer maintains Redemption Records on each 
Authorized Retailer and conducts an analysis of redemption to Food 
Sales Ratio at least on a monthly basis. 

iv. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer maintains a High Redeemer List and conducts 
Compliance Visits of all the top twenty (20) stores which appear on 
the High Redeemer List on a quarterly basis within thirty (30) days 
after the quarter. The Report of Findings shall be submitted to 
the Nutrition Assistance Program Administrator for his 
disposition, with a courtesy copy furnished to the Management 
Evaluation Unit Supervisor. 

v. The Management Evaluation Unit shall determine if the Retail and 
Redemption Unit Personnel periodically explain components of the 
Nutrition Assistance Program Coupon Transaction (eligible food, 
eligible fishing and farming items, identification check, change 
making, endorsement, redemption, etc.) to Authorized Retailers. 
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vi. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer provides timely notice to participating retailers 
and local banks regarding changes in Food Stamp Coupon Series. 

vii. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit has procedures regarding handling of 
Old Series Coupons accepted by Authorized Retailers after the Cut-Off 
Date. 

viii. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit has procedures regarding the disposition 
of damaged or mutilated coupons accepted by Authorized Retailers. 

ix. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer provides updated information regarding 
Authorized Retailers to the Redemption Agent in a timely manner. 

x. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer follows procedures to safeguard the 
confidentiality of Authorized Retailer information obtained by the 
Retail and Redemption Unit Officials or other Nutrition 
Assistance Program Personnel. 

7. Review of Compliance with Redemption Procedures - Retail and 
Redemption Unit. 

a. Procedures for Redeeming Nutrition Assistance Program Coupons. 

i. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer requires Authorized Retailers to endorse Food 
Stamp Coupons before it is presented for redemption. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit requires the use of Redemption 
Certificates. 

iii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer has established policies and procedures for 
redeeming burned or mutilated Nutrition Assistance Program 
Coupons. 

b. Participation of the Redemption Agent. 
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i. The Management Evaluation Unit shall determine if the State Agency 
Department of Community and Cultural Affairs has a valid 
contract with the Redemption Agent. 

ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that the Redemption Agent has a 
complete and current Listing of all Authorized Retailers. 

iii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that the Redemption Agent timely adds 
or deletes retailers fiom its Authorized Retailers List. 

iv. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that the Redemption Agent has 
established policies and procedures for redeeming Nutrition Assistance 
Program Coupons from other local banks. 

v. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that the Redemption Agent retains 
Redeemed Coupons in secure storage and maintains accountability as 
required prior to the destruction of the Redeemed Coupons. 

vi. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer and the Redemption Agent reconcile the 
Redeemed Coupons with Deposit Slips and Transmittal Reports prior 
to the destruction of the Redeemed Coupons. 

vii. The Management Evaluation Unit shall determine if the State Agency 
Retail and Redemption Unit reconciles Redeemed Coupons within 
thirty (30) days after the end of the month of Issuance and destroys 
Redeemed Coupons within ninety (90) days after the end of the month 
of Issuance. 

viii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Officer ensures that the Redemption Agent timely 
applies effective dates when Coupon Series are changed. 

c. Redemption Monitoring. 

i. The Management Evaluation Unit shall determine if the Redemption 
Agent submits reports to the Retail and Redemption Officer as 
required. 
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ii. The Management Evaluation Unit shall determine if the Retail and 
Redemption Unit Official conducts an actual physical inventories of 
the designated sample (Authorized Retailers) once a month as 
required. 

iii. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program timely deposits h d s  to the Nutrition 
Assistance Program Account. 

iv. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program timely provides the Quarterly 
Payments to the Redemption Agent for its services as stipulated in the 
contract. 

v. The Management Evaluation Unit shall determine if the Redemption 
Agent provides the Retail and Redemption Officer a comprehensive 
Redemption Report for all Authorized Retailers on a monthly basis. 

d. Retention of Record~lCo~dentiality. 

i. The Management Evaluation Unit shall determine if the Redemption 
Agent and the State Agency Retail and Redemption Unit retains 
Redemption Records for a minimum of three (3) years from date of 
origin. 

ii. The Management Evaluation Unit shall determine if the Redemption 
Agent and the State Agency Retail and Redemption Unit has 
established policies and procedures to safeguard the confidentiality of 
redemption information. 

8. Review of Compliance with Coupon Production Procedures. 

a. Contract. 

i. The Management Evaluation Unit shall determine if the State Agency 
Department of Community and Cultural Affairs has a valid 
contract with the Coupon Supplier or Printing Agent. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program has established policies and 
procedures to ensure that contractual arrangements are completed prior 
to the start of the Fiscal Year. 

b. Participation of Coupon Supplier or Printing Agent. 
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i. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent has established appropriate Accountability 
Procedures and Controls to protect the Bulk Supply of Coupons. 

ii. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent has taken adequate measures to protect 
Nutrition Assistance Program Coupons from counterfeiting. 

iii. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent maintains bulk supply inventories of 
Nutrition Assistance Program Coupons at appropriate levels. 

iv. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent provides the Bulk Supply of Nutrition 
Assistance Program Coupons to the State Agency Issuance and 
Accountability Unit in a timely manner. 

v. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit conducts periodic Physical 
Inventory of the Coupon Supplier or Printing Agent as required. 

vi. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent changes the Coupon Series at the end of 
the Fiscal Year of the expiration of the Contract Award. 

c. Reports and Accountability. 

i. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent provides the Inventory Reports to the 
Issuance and Accountability Unit Supervisor as required. 

ii. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent provides the Master Plates to the Issuance 
and Accountability Unit Supervisor after their use as required. 

iii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit has established policies and 
procedures regarding the receipt and proper safeguard of Bulk Supply 
of Coupons. 

iv. The Management Evaluation Unit shall determine if the State Agency 
Nutrition Assistance Program timely remits payments to the Coupon 
Supplier or Printing Agent for its services as stipulated in the 
contract. 
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d. Retention of Record~lCo~dentiality of Information. 

i. The Management Evaluation Unit shall determine if the Coupon 
Supplier or Printing Agent retains pertinent Program Records for a 
minimum of three (3) years from date of origin. 

ii. The Management Evaluation Unit shall determine if the State Agency 
Issuance and Accountability Unit and Coupon Supplier or Printing 
Agent have established policies and procedures to safeguard the 
confidentiality of Bulk Coupon Supply information. 

D. Documenting Findings. 

The Management Evaluation Unit shall record Program Deficiencies and the 
numerical extent of the deficiency where applicable in accordance with the 
Management Evaluation Unit Handbook. A comprehensive Report of Findings 
consolidating the Management Evaluation Unit's findings on Random (active) 
Cases during the foregoing Fiscal Year, with Recommendations for Corrective 
Actions, shall be submitted to the Department of Community and Cultural Affairs 
Secretary, with a courtesy copy furnished to the Nutrition Assistance 
Program Administrator, no later than thirty (30) days after the end of the 
foregoing Fiscal Year. 

E. Determining Causal Factors. 

To the extent possible, the Management Evaluation Unit Program Reviewer 
shall determine the causes of deficiencies cited during the Quality Control 
Review. In ascribing causal factors, the Program Reviewers must be aware of the 
relationships between requirements and corresponding deficiencies. Management 
Evaluation Unit Reviewers shall consider information derived from previous 
reviews or audits of the Nutrition Assistance Program and any Corrective Actions 
taken. At a minimum, Management Evaluation Unit Reviewers shall examine 
previous Food and Nutrition Service 1 Nutrition Assistance Program Reviews and 
determine whether adequate actions were taken to correct problems identified by 
the Food and Nutrition Service Reviews. 

F. Corrective Action Plan. 

1. The Management Evaluation Unit Supervisor shall prepare a Corrective 
Action Plan (CAP) addressing those deficiencies found by its Reviewers in 
the course of its Monthly Case Reviews and the ongoing evaluation of 
Nutrition Assistance Program Operations as reflected in the Management 
Evaluation Unit's Calendar Year Report. 
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This Corrective Action Plan is an Open-ended Plan and shall remain in effect 
until all deficiencies in Program Operations have been reduced substantially or 
eliminated. Any deficiencies, detected through any source, not previously 
included shall be incorporated into the State Corrective Action Plan within 
sixty (60) days of identification. As deficiencies are reduced substantially or 
eliminated, the Management Evaluation Unit Supervisor shall be 
responsible for documenting why each deficiency is being removed from the 
Plan. 

2. State Corrective Action Plan shall contain, but not necessarily be limited to 
the following, based on the most recent information available: 

Specific description and identification of each deficiency; 

Source(s) through which the deficiency was detected; 

Identification of causal factor(s) contributing to the occurrence of each 
deficiency; 

Identification of any action already completed to eliminate the deficiency; 

An outline of actions to be taken, the expected outcome of each action, 
and the target date for each action, and the target date by which each 
deficiency will have been eliminated; and 

A description of the manner in which the Management Evaluation Unit 
Supervisor will monitor and evaluate the effectiveness of the Corrective 
Action in eliminating the deficiency. 

3. Initial Corrective Action Plan. The Management Evaluation Unit 
Supervisor shall develop a comprehensive Corrective Action Plan within 
sixty (60) days of the submittal of the initial report to Nutrition Assistance 
Program Management on the Management Evaluation Unit Review Findings. 

4. Assessment of Correction Action. 

a. The Nutrition Assistance Program Management will conduct a 
comprehensive annual assessment of the Management Evaluation Unit 
Corrective Action Process by compiling all information relative to the 
Management Evaluation Unit Corrective Action efforts, including the 
Management Evaluation Unit System for data analysis and evaluation. 
The purpose of this assessment and review is to determine if identified 
deficiencies are analyzed in terms of causes and magnitude and are 
properly included in the State Corrective Action Plan, if the Management 
Evaluation Unit is implementing Corrective Actions according to the 
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appropriate plan, if target completion dates for reduction or elimination of 
deficiencies are being met, and if Corrective Actions are effective. 

b. In addition, the State Agency Management Evaluation Unit will conduct 
Onsite Reviews of selected Correction Actions at least annually or as 
frequently as considered necessary to ensure that proposed Corrective 
Actions are completed within the time frames specified in the State 
Corrective Action Plan and to determine the effect of the Corrective 
Action on deficiencies. The Onsite Reviews will provide the State Agency 
Management Evaluation Unit with a mechanism for early detection of 
problems in the Corrective Action Process to minimize losses to the 
Program, participants, or potential participants. 

G. Monitoring and Evaluation. 

1. The Management Evaluation Unit Supewisor shall establish a system for 
monitoring and evaluating Corrective Action. Monitoring and Evaluation 
shall be an ongoing process to determine that deficiencies are being 
substantially reduced or eliminated in an efficient manner and that the 
Program provides responsive service to Eligible Households. 

2. The Management Evaluation Unit Supewisor shall ensure that Corrective 
Action on all deficiencies identified in the State Corrective Action Plan is 
implemented and achieves the anticipated results within the specified time 
frames. The Management Evaluation Unit Supervisor shall monitor and 
evaluate Corrective Action through a combination of reports, field reviews, 
and examination of current data available through Program Management tools 
and other sources. 

3. In instances where the Management Evaluation Unit Supervisor determines 
that the proposed Correction Action is not effective in substantially reducing 
or eliminating deficiencies, the Management Evaluation Unit Supervisor 
shall promptly reevaluate the deficiency, causes, and the Corrective Action 
taken, and develop and implement new Corrective Actions. 

H. Submittal of Corrective Action Plan to Secretary, Department of Community and 
Cultural Affairs. 

1. Proposed Corrective Action for all deficiencies identified as requiring State 
Agency Nutrition Assistance Program action shall be submitted to the 
Department of Community and Cultural Affairs Secretary's Office for 
approval within sixty (60) days after identification. 

2. The Division of Nutrition Assistance Program shall advise the Secretary's 
Office immediately upon becoming aware that previously reported Corrective 
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Actions will not be effective in eliminating a deficiency or that a projected 
target date will not be met. At that time, revisions to Corrective Actions or 
time frames for completion shall be negotiated with and approved by the 
Secretary of the Department of Community and Cultural Affairs. 

I. Record Retention. 

1. The Management Evaluation Unit Supervisor shall maintain Management 
Evaluation System Records to permit ready access to, and use of, these 
Records for a minimum of three (3) years from date of origin. Management 
Evaluation System Records include information used in data analysis and 
evaluation, Corrective Action Plans, Corrective Action Monitoring Records 
and Management Evaluation Unit Quality Control Review Records. To be 
readily accessible, System Records shall be retained and filed in an orderly 
fashion. Precautions should be taken to ensure that these records are retained 
without loss or destruction during the 3-Year Period required by Food and 
Nutrition Service Regulations. Information obtained on individual 
Households for Performance Reporting System purposes shall be safeguarded 
in accordance with rules on disclosure of information for the Nutrition 
Assistance Program. 

2. Management Evaluation Unit Quality Control Review Records consist of 
documentation of Review Findings, sources from which information was 
obtained, procedures used to review Program Requirements including 
sampling techniques and lists, and Management Evaluation Unit Review 
Plans. The State Agency may submit documented evidence of Review 
Findings to the Food and Nutrition Service Regional Office upon its request 
for purposes of evaluating State Agency Corrective Action Plans. 

J. Determination of State Agency Program Performance. 

1. Food and Nutrition Service may comment on the efficiency and effectiveness 
of the State Agency's administration of the Nutrition Assistance Program by 
measuring State Agency compliance with the standards contained in the Food 
Stamp Act, Regulations, the Memorandum of Understanding, this Manual, 
and the State Agency's efforts to improve Program Operations through 
Corrective Action. This determination may be made based on: 

a. Reports submitted to Food and Nutrition Service by the State Agency 
Nutrition Assistance Program; 

b. Food and Nutrition Service Reviews of State Agency Nutrition 
Assistance Program Operations; 
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c. State Agency Management Evaluation System Reports and Corrective 
Action efforts; and 

d. Other available information such as Federal Audits and Investigations, 
Administrative Cost Data, complaints, and any pending litigation. 

2. Food and Nutrition Service shall submit comments to the State Agency 
Nutrition Assistance Program within ninety (90) days of the conclusion of a 
Food and Nutrition Service Review, receipt of a Nutrition Assistance Program 
Management Evaluation Unit Report or receipt of and Audit Report. 

K. Random Home Visitation. 

Purpose. The purpose of Random Home Visitation is to verify all relevant 
information about the Household's actual circumstances at  their place of 
residency which relate to the Household's eligibility and benefit level for the 
sample month's issuance and to verify and document the information. At 
least five (5) Active Household Cases participating in the Program are home- 
visited each month by the Management Evaluation Unit Personnel for this 
purpose. At the same time, the kitchen facilities are also inspected to ensure 
proper sanitary condition in order to prevent food contamination or food 
poisoning that may endanger the lives of the Nutrition Assistance Program 
Recipients. The Management Evaluation Unit Home Visit Report of 
Findings Form shall be utilized for this purpose. 

a. Northern Islands. Random Home Visitation is not required for 
Household Cases sampled in isolated areas of the Northern Islands which 
are not reasonably accessible considering regularly scheduled commercial 
air service, available lodging and automobile or public transportation. 

For example, the area could be considered not reasonably accessible if the 
Management Evaluation Unit Official has to stay overnight because of 
airline schedules and there is no suitable lodging. The area could also be 
considered not reasonably accessible if the Management Evaluation Unit 
Official could not leave an area within a reasonable period of time after 
conducting the Home Visitation. For example, the Home Visitation(s) 
may take several hours but the Management Evaluation Unit Official 
would not be able to fly out for several days. An area could also be 
considered not reasonably accessible if there is no available ground 
transportation such as rental cars or public transportation which would 
be needed to conduct a face-to-face interview at the Nutrition Assistance 
Program Recipient's place of residency. 

In such cases, at least one (1) attempt to contact the Household, by radio 
and correspondence for example must be made and documented, 
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Home Visitation of such cases can then be completed by means of a 
review..of the Case File and by Collateral Contacts. . < 

Planning the Random Home Visitation. Prior to conducting the Random 
Home Visitation, the Management Evaluation Unit Official should review 
the Case File thoroughly to identify areas where particular attention is 
warranted, e.g., conflicts in information or gaps in coverage. The 
Management Evaluation Unit Official should also identify which elements 
were adequately verified and documented in the Case File and need no 
further attention during the Home Visitation.   he Manigement 
Evaluation Unit Official must arrange for a personal interview with the 
Adult Head of Household or its Authorized Representative and arrange 
for obtaining verification from Collateral Contacts as may deemed 
necessary. 

Household Interview. The Management Evaluation Unit Official shall 
conduct a face-to-face interview for randomly selected Active Household 
Cases subject to Home Visitation to determine the identity of the Head of 
Household and whether the Household did exist and to explore 
Household circumstances affecting the Issuance month's eligibility and 
allotment. During the interview, the Management Evaluation Unit 
Official shall review documentary evidence and may obtain names, 
telephone numbers and addresses for Collateral Contacts. At the same 
time, the Household kitchen facility shall be inspected to ensure that it is 
in proper sanitary condition. A kitchen facility fomd to be unsanitary 
and therefore poses a health hazard to the Nutrition Assistance Program 
Recipient(s) may be subject to Suspension; however, the Suspension shall + 
be lifted a t  such time the problem(s) cited is rectified accordingly. Failure 
to cooperate with the Home Visitation Process, without good cause, shall 
be grounds for Disqualification or  Suspension for at least one (1) month. 
Suspension shall be subsequently terminated at such time the Household 
is in compliance with the Home Visitation Process. 

Arranging Household Interview. The Management Evaluation Unit 
Official may or may not notify the Household prior to conducting a Home 
Visitation that it has been selected as part of an ongoing Review Process 
and that a Home Visitation will be made in the near future. The 
Management Evaluation Unit Official may inform the Household of the 
type of information that the Household will need to have available for the 
Home Visitation. Occasionally, the Management Evaluation Unit Official 
as it may warrant necessary exercise the element of surprise. 

Individuals who can be Interviewed. ~ h e ~ a n a ~ e m e n t  Evaluation Unit : 

Official shall interview either the Adult Head of Household or i@ 
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Authorized Representative designated by the subject Household and 
approved by the Program's Certification Unit, 

f. Conducting the Random Home Visitation. The following are procedures 
for conducting the Random Home Visitation. 

i. Opening the Interview. The Management Evaluation Unit Official 
must show proper identification (such as the Nutrition Assistance 
Program Employment Photo Identification) and explain the purpose 
of the Home Visitation. 

ii. Observation during the Home Visitation. At the minimum, 
observation should be made of such things as personal belongings and 
evidence about Household composition. For example, no toys or other 
evidence of young children when the Household has stated there are 
some in the Household andlor when the Case File includes the 
existence of children in the Household could warrant further inquiry. 

iii. Verification. The Management Evaluation Unit Official must verify 
each appropriate element on Household information during the Home 
Visitation if the verification was not adequately documented in the 
Case File. 

iv. Obtaining Collateral Contacts. The Management Evaluation Unit 
Official should try to find Collateral Contacts as may warrant 
necessary. In addition, the Management Evaluation Unit Official is 
free to gather information from Collateral Contacts. The Nutrition 
Assistance Program Release of Information or Waiver Form may be 
utilized to contact third parties to obtain information pertinent to the 
Household's Food Stamp Case. Should the Adult Head of Household 
or its Authorized Representative refuses to sign the latter, the 
Management Evaluation Unit Official shall explain to the Household 
that this refusal may result in the Household Disqualification or  
Suspension for at least one (1) month. 

v. Collateral Contacts. Collateral Contacts are needed when verification 
is not present in the Case Pile or from the Household. Most of the 
time what information should be sought from the Collateral Contact 
will be evident. For example, information about rent would generally 
be obtained from landlords. The Management Evaluation Unit 
Official should also keep in mind that one (1) Collateral Contact can 
sometimes verify several elements. Landlords can sometimes also 
verify Household composition. The Management Evaluation Unit 
Official should plan Collateral Contacts to make maximum use of 
third party information. To minimize demands on the time of 
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Collateral Contacts and help make the Home Visit Case efficient, the 
Management Evaluation Unit Official should try to obtain all the 
information they need from a particular Collateral Contact at one (1) 
time. 

vi. Obtaining Information from Collateral Contacts. When contacting 
collateral information sources, the Management Evaluation Unit 
Official must identify himself, describe his purpose, and state what 
information he needs. Discussion with Collateral Contacts must focus 
on information pertinent to the subject Home Visit Case yet may 
include factors other than those the Management Evaluation Unit 
Official planned to verify. For example, a landlord who was 
contacted about rent may not mention the presence of a Household 
Member which neither the Case File nor the Household indicated. If 
so, the Management Evaluation Unit Official should obtain any 
relevant information about the person that the landlord may know 
and recontact the Household to resolve any inconsistencies. 

vii. Collateral Contact Refusal to Cooperate. A third party may refuse to 
provide information that is needed to verify an element of eligibility 
or basis of issuance. The Program has no authority to require third 
party cooperation. If verification cannot be obtained from other 
known sources, the Household may (on a case by case basis) be 
recontacted to obtain another source. A Collateral Contact's refusal 
to cooperate should not be interpreted as the Household's refusal to 
cooperate. 

viii. Documentary Verification. The Management Evaluation Unit 
Official shall properly document verification obtained from Collateral 
Contacts. 

ix. Completion of the Random Home Visitation. Random Home 
Visitations may be completed to the point where either ineligibility or 
the correct coupon allotment is determined, verified and documented 
and/or upon completion of the questionnaire on the Management 
Evaluation Unit Home Visit Report of Findings Form. The 
Management Evaluation Unit Official shall include on the official 
report his recommendation(s) based on his findings and Corrective 
Actions for Certification Unit to impose in order to ensure strict 
compliance with Program Guidelines. The Home Visit Report of 
Findings, according to the consolidated monthly batch of selected 
Household Cases, shall be submitted to the Nutrition Assistance 
Program Administrator for his disposition prior to the Certification 
Unit for appropriate action. 
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L. Field Investigation. 

Purpose. A Field Investigation is conducted by the Management Evaluation 
Unit Personnel on cases involving both the Nutrition Assistance Program 
Recipients and Authorized Retailers suspected of Fraud. Cases found not in 
accordance with Program Regulations and Standard Operating Procedures 
may be subject to Over Issuance Charges, Civil Money Penalties, Immediate 
Suspension or Termination, depending on the violation(s) committed as 
applicable. Penalties for violations may range up to ten thousand dollars 
($10,000) andlor up to five (5) years prison term, or less, depending on the 
severity of the Investigation Case. 

a. Verification and Documentation. The Management Evaluation Unit 
Personnel must verify from information in the Certification Unit or 
Retail and Redemption Unit Records or Collateral Contacts each element 
of the Household's eligibility for the point in time dictated by the 
eligibility rules governing the Household's participation and benefit 
calculation for the Household's monthly benefits or the Authorized 
Retailer's Authorization and to transact eligible items with the Nutrition 
Assistance Program Coupons appropriately, respectively. 

i. Sources of Verification. The Management Evaluation Unit Official 
shall obtain sufficient evidence to establish the factual information for 
each negative allegation under investigation. 

ii. Evaluating Evidence. As the Management Evaluation Unit Official 
obtains evidence, he must evaluate it to ensure that: it meets the 
verification requirements for the negative allegation; it does not 
conflict with other evidence, or that the conflicts are resolved and 
documented; it proves (either by itself or in combination with other 
evidence) the facts being verified; it pertains to the Household 
Member@) or other individuals to whom it is supposed to apply; and, 
it establishes the element of Household composition for the 
appropriate issuance andlor benefit month. For Authorized Retailers, 
the Management Evaluation Unit Official shall exercise prudent 
judgment in applying only applicable elements immediately above. 

iii. Reliability of Evidence. In judging the reliability of evidence, if the 
information obtained from the Household or Authorized Retailer or 
Collateral Contacts raise doubts, the Management Evaluation Unit 
Official shall resolve these doubts and/or attempt to obtain other types 
of evidence. 

iv. Documentation. Verification must be documented by recording 
information on the Field Investigation Report of Findings and, 
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whenever possible, by attaching copies of documentary evidence. 
Documentation must clearly show the basis for the Management 
Evaluation Unit Official's findings for each individual negative 
allegation. I t  is the basis for determining if a variance exists in a 
negative allegation. 

v. Documentation with Attachments. Whenever verification is 
documented by attaching a copy of some official document or 
correspondence to the Report of Findings, the Management 
Evaluation Unit Official should make a note on the report for the 
appropriate element referring to the document and stating the fact 
that it verifies. 

For example: Tun Juan Taga stated his Apartment Rent was three 
hundred dollars ($300) per month which did not include utilities. 
Verified as three hundred dollars ($300) per month for April 2000 in 
the Rental Agreement from the landlord. See attached copy. 

vi. Documentation by Recording a Document. When a copy of the 
document is not obtainable, the Management Evaluation Unit Official 
must record the information on the Report of Findings. For 
documentation of documentary evidence from official sources and 
correspondence and written statements from Collateral Contacts to be 
considered adequate, it must contain the following: the source and 
type of document, its date, reference number, and the page number if 
applicable; where the document is located, if appropriate, such as a 
Government Office; the pertinent information from the document; 
and, how the information from the document applies to the specific 
period of time. 

For example: Tun Juan Taga stated his Apartment Rent was three 
hundred dollars ($300) a month which includes utilities. Verified as 
three hundred dollars ($300) for April 2000 from rent records viewed 
at Chamolinian Apartments rental office, Talafofo. 

vii. Documentation of Verbal Statement by a Collateral Contact. When 
documentary evidence cannot be attached to the Field Investigation 
Report of Findings, information may be obtained verbally from 
Collateral Contacts and must contain the following information to be 
considered adequate: the name of the contact, title and organization 
(if appropriate), telephone number (if none, so state), address (if no 
telephone number or if the information was obtained in person), and 
significance to the subject Investigation Case; and, date or dates of 
contacts and pertinent information obtained. However, should the 
Collateral Contact elects to remain anonymous, his identity shall not 
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be revealed. In addition, discussions with Collateral Contacts must 
focus on information pertinent to the subject Investigation Case yet 
may include factors other than those subject for verification. 

viii. Verification and Documentation of Negative Allegations. A 
Household or Authorized Retailer's negative allegation(s) must be 
verified. Verification of negative allegations shall be properly 
documented on the Field Investigation Report of Findings. 

ix. Management Evaluation Unit Official Action when Verification is 
Unobtainable or Inadequate. When the Management Evaluation Unit 
Official cannot obtain verification or it is inadequate, the Household's 
statement shall be used in response to the negative allegation(s) 
brought against the Household. The same shall apply to an 
Authorized Retailer under investigation for suspicion of Fraud. 

x. Completion of the Field Investigation. If during the Field 
Investigation the Management Evaluation Unit Official determines 
and verifies the Household's ineligibility based on field findings and 
Household information, the Investigation Case shall be terminated at 
that point. In the same respect, if within reasonable means the 
Management Evaluation Unit Official is unable to obtain verification 
or it is inadequate, then the Household's statement, along with 
available field information, shall be used in response to the negative 
allegation(s) brought against the subject Household. The same shall 
apply to an Authorized Retailer under investigation for suspicion of 
Fraud. 

b. The State Agency Management Evaluation Unit shall provide a Field 
Investigation Report of Findings with Recommendations addressing 
appropriate Corrective Actions that the State Agency Certification Unit 
or Retail and Redemption Unit, as applicable, must impose to ensure 
strict compliance with Program Guidelines. The official report shall be 
submitted to the Nutrition Assistance Program Administrator for his 
disposition prior to the respective Certification Unit Supervisor or Retail 
and Redemption Unit Officer for appropriate action. At State Agency 
Nutrition Assistance Program discretion, severe cases shall be referred to 
the Nutrition Assistance Program's Legal Counsel at the Attorney 
General's Office for drastic legal action, possibly prosecution. 

X. PARTICIPATION OF RETAIL FOOD STORES AND REDEMPTION AGENT 

A. Approval of Retail Food Stores. 
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1. Application. Any Firm desiring to participate in the Program shall file an 
Application as prescribed by the State Agency Nutrition Assistance 
Program. The Retail and Redemption Officer shall deny or approve 
Authorization, or request more information, within thirty (30) calendar days of 
receipt of the Application. 

2. Determination of Authorization. An Applicant Firm shall provide sufficient 
data on the nature and scope of the Firm's business in order for the Retail and 
Redemption Officer to determine whether the Applicant Firm's participation 
will further the purposes of the Program. In making this determination, the 
Retail and Redemption Officer shall consider all of the following: 

a. The Nature and Extent of the Food Business conducted by the Applicant 
Firm. The Retail Food Store should be of sufficient size to effect 
economies that result in lower prices and wider varieties of food for the 
Food Stamps Recipients. 

i. An Applicant Firm with Annual Gross Sales of less than one hundred 
thousand dollars ($100,000) shall be authorized to participate in the 
Program only if the Retail and Redemption Officer determines that 
the Applicant Firm's participation is critical in effecting the purposes 
of the Program. Retail Outlets selling a significant amount of local 
fish or local agricultural commodities (fresh produce) or local 
bakery products are exempt from this requirement. 

ii. Retail Food Stores which sell primarily food for home preparation and 
consumption and in which one (1) or more Staple Food Items make up 
more than fifty percent (50%) of Eligible Food Sales shall normally be 
considered to have food business of a nature and extent which will 
further the purposes of the Program. "Staple Food" means those food 
items intended for home preparation and consumption, which include 
meat, poultry, fish, bread, cereals, vegetables, fruits, fruit and 
vegetable juices, and dairy products such as cheese, milk and butter, 
etc. These stores shall include: full-time grocery stores; convenience 
stores; stores which sell meat, poultry or fish; stands which sell 
agricultural commodities; farmers markets; bakeries which sell bread; 
and, non-profit cooperative food purchasing ventures which are 
properly licensed to sell food in the Commonwealth of the Northern 
Mariana Islands. In addition, Retail Outlets selling a significant 
amount of fishing and/or farming equipment that are listed on the 
Oficial Food List may be authorized. Retail Stores must have a valid 
Business License issued by the Commonwealth of the Northern 
Mariana Islands Department of Commerce and current Health Permit 
issued by the Department of Public Health before it is authorized. 
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iii. Re@) Food Stores must also carry a sufficient amount of local foods 
before it is authorized to accept Nutrition Assistance Program 
Coupons. The dollar value of local foods (as previously defined) 
carried by a retail store must equal or exceed ten percent (10%) of the 
store's Gross Sales. Retail Outlets selling a significant amount of 
local fish or local agricultural commodities (fresh produce) or local 
bakery products are exempt &om this requirement. At State Agency 
Nutrition Assistance Program discretion, the ten percent (10%) 
requirement may be waived if necessary for good cause. 

iv. Newly opened Retail Food Stores must be in operation at least ninety 
(90) days after issuance of the Business License by Department of 
Commerce before the Retail and Redemption Officer may consider it 
for Authorization. 

b. The Volume of Nutrition Assistance Program Coupon ~ u s h e s s  which the 
State Agency Nutrition Assistance Program may reasonably expect the 
Applicant Firm to do. The Retail and Redemption Officer shall 
consider such factors as the location of a store, previous food sales 
volumes, and the availability of other Authorized Retailers in the area in 
evaluating the ability of an Applicant Firm to attract Nutrition Assistance 
Program Coupon business. 

c. The Business Integrity and Reputation of the Applicant Firm. In 
considering these factors, the Retail and Redemption Officer shall 
examine the following items: 

i. Criminal Conviction Records reflecting on the honesty or integrity of 
officers or managers of the Applicant Firm; 

ii. Official Records of removal from other Federal or Local Programs; 

iii. Judicial Determinations in Civil Litigation adversely reflecting on the 
integrity of officers or managers of the Applicant Firm; 

iv. Evidence of an attempt to circumvent a period of Disqualification from 
the Program or a Civil Money Penalty imposed for violations of the 
provisions of this section; 

v. Evidence of prior fraudulent behavior of officers, managers or 
employees of the Applicant Firm; and 

vi. Any other evidence reflecting on the business integrity and reputation 
of the Applicant Firm. 
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d. Other factors. Any other factors which the Retail and Redemption 
officer considers pertinent to the Application shall be under 
consideration. 

Account with Redemption Agent. Each Authorized Retailer may open an 
account with the Redemption Agent within ten (1 0) days of Authorization for 
Redemption Record Tracking Purposes. However, as an option, each 
Authorized Retailer may redeem Nutrition Assistance Program Coupons 
at any of its local Banking Institutions to eventually be &edited for cash 
or cash credit from the Redemption Agent accordingly. 

Retailer Nutrition Assistance Program Coupon Transaction Agreement. Each 
approved retailer shall execute a Retailer Nutrition Assistance Program 
Coupon Transaction Agreement with the State Agency Retail and 
Redemption Unit prior to the authorization of the retailer. 

Authorization Card. Upon approval, the Retail and Redemption Unit 
Personnel shall issue a nontransferable Authorization Card to the Firm. The 
Authorization Card shall be retained by the Authorized Retailer until 
superseded, surrendered, suspended or revoked as provided for in this section. 
Authorization Cards shall automatically terminate at the end of the Calendar 
Year. The Authorization Card shall be in prominent display at the 
Authorized Retailer at all times. 

Denying Authorization. The Retail and Redemption Officer shall deny the 
Application of any Firm if it determines that: 

a. The Firm does not qualify for participation in the Program as specified in 
this section; or 

b. The Firm has failed to pay in full any Fiscal Claim assessed against the 
Firm. The Retail and Redemption Officer shall issue a notice to the 
Firm by mail or personal service of any Authorization Denial, and shall 
advise the Firm that it may request an Administrative Review of that 
determination. 

Withdrawing Authorization. The Retail and Redemption Officer shall 
withdraw the authorization of any Firm authorized to participate in the 
Program if it determines that the Firm's continued participation will not 
further the purposes of the Program. The Retail and Redemption Officer 
shall issue a notice to the Firm by mail or personal service to inform the Firm 
of the Termination at least ten (10) days if for cause, and at least thirty (30) 
davs if not for cause. ~ r i o r  to the effective date of Termination. 
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Updating Information. The State Agency Retail and Redemption Unit may 
require, fiom time to time, an Authorized Retailer to update any or all of the 
information on the Authorized Retailer's Application Form. Failure to 
provide this information may result in the Withdrawal of the Firm's approval 
to participate in the Program. At a minimum, the Retail and Redemption 
Officer shall require a new Application fiom each Authorized Retailer prior to 
the start of each Calendar Year for the upcoming Calendar Year. 

Applications Containing False Information. The filing of any Application 
containing false or misleading information may result in the Denial or 
Withdrawal of approval to participate in the Program and may subject the 
Firm and persons responsible to Civil or Criminal Action. 

10. Administrative Review. A Denial of Authorization to participate in the 
Nutrition Assistance Program and a Termination of authorization for cause 
shall be subject to Administrative Review. 

1 1. Safeguarding Privacy. The contents of Applications or other information 
furnished by Firms, including information on their gross sales, food sales 
volumes and their redemption of Food Stamps, may not be used or disclosed 
to anyone except for purposes directly connected with the administration and 
enforcement of the Nutrition Assistance Program Regulations or this Manual. 

Annual Authorized Retailer Orientation. The State Agency Retail and 
Redemption Unit shall conduct an Authorized Retailer Orientation 
annually around December or January for all Authorized Retailers 
actively participating in the Program, as well New Applicant Retailers, to 
better educate retailers about Program Operations and Retailer 
Requirements. Retailers granted authorization prior to or after the 
Annual Orientation Schedule shall be oriented on a one-to-one basis. For 
Authorized Retailers and New Applicant Retailers on the islands of 
Tinian and Rota, the Annual Orientation Schedule shall take effect on 
those Island Centers as well. However, as an alternative, the regularly 
scheduled Quarterly Trips are performed for those that are granted 
authorization prior to or after the Annual Authorized Retailer 
Orientation Schedule, among other Retail and Redemption Unit 
Personnel related activities at those Island Centers. 

B. Participation of Authorized Retailers. 

1. Use of Nutrition Assistance Program Coupons. An Authorized Retailer 
only in exchange for eligible items shall accept Nutrition Assistance 
Program Coupons. The State Agency Retail and Redemption Unit shall 
provide each Authorized Retailer an Official Eligible Food List Poster and 
other relative Nutrition Assistance Program Posters which must be in 
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prominent display at the Authorized Retailer at all times. Additionally, the 
Authorized Retailers should also post the sign "FOOD STAMPS 
ACCEPTED" outside their business establishments for the benefit of the 
Nutrition Assistance Program Recipients. Nutrition Assistance Program 
Coupons identified as restricted to purchase of local foods shall only be 
accepted in exchange for local foods. Nutrition Assistance Program 
Coupons may not be accepted in exchange for cash except when cash is 
returned as change in a transaction in which coupons were accepted in 
payment for eligible food at Authorized Retailers. Nutrition Assistance 
Program Coupons may not be accepted in payment of interest on loans, or 
for any unauthorized use. 

2. Equal Treatment for Nutrition Assistance Program or Food Stamps 
Customers. Nutrition Assistance Program Coupons shall be accepted for 
eligible items at the same prices and on the same terms and conditions 
applicable to cash purchases of the same foods at the same Authorized 
Retailers. However, nothing in this part may be construed as authorizing the 
State Agency Nutrition Assistance Program to specify the prices at which 
Authorized Retailers may sell food. No Authorized Retailer may single out 
Food Stamps users for special treatment in any way. 

3. Accepting Nutrition Assistance Program Coupons. No Authorized 
Retailer may accept Nutrition Assistance Program Coupons marked 
"PAID" or "CANCELLED". Nor may an Authorized Retailer accept 
Nutrition Assistance Program Coupons bearing any cancellation or 
endorsement, or Nutrition Assistance Program Coupons of other than the 1- 
Dollar or 5-Dollar denomination which have been detached from the Coupon 
Books prior to the time of purchase of delivery of eligible food and other 
items unless the detached Nutrition Assistance Program Coupons are 
accompanied by the Coupon Books which bear the same serial number that 
appears on the detached Nutrition Assistance Program Coupons. Except as 
noted above, Nutrition Assistance Program Coupons may only be detached 
in the presence of the Cashier at Authorized Retailers. Finally, no 
Authorized Retailer may accept coupons that are no longer valid because of a 
change in Coupon Series. 

4. Making Change. An Authorized Retailer shall use, for the purpose of 
making change, uncancelled and unearmarked 1 -Dollar and 5-Dollar 
Nutrition Assistance Program Coupons that were previously accepted for 
eligible items. The 1-Dollar Coupon earmarked for local foods only shall not 
be used for making change. 1f c k g e  in an amount of less than one-dollar 
($1) is required, the Eligible Household may receive the change in cash. At no 
time may cash change in excess of ninety-nine cents (.99) be returned in a 
coupon transaction. An Authorized Retailer may not engage in a series of 

( -- coupon transactions of less than one-dollar ($I), the ose of which is to 
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provide the same Food Stamps Customer an amount of cash change greater 
than the maximum ninety-nine cents (.99) cash change allowed in one (1) 
transaction. 

5. Accepting Nutrition Assistance Program Coupons before Delivery. 
Authorized Retailers shall not accept Nutrition Assistance Program 
Coupons before delivering the eligible items, retain custody of any unspent 
coupons, or in any way prevent an Eligible Household from using Nutrition 
Assistance Program Coupons in making purchases fiom other Authorized 
Retailers. However, an Authorized Retailer billing an order for a recipient 
living on an island without Authorized Retailers may accept Nutrition 
Assistance Program Coupons at the time the member places a Nutrition 
Assistance Program Coupon Order for eligible items. 

6.  Paying Credit Accounts. Nutrition Assistance Program Coupons shall not 
be accepted by an Authorized Retailer in payment for any eligible or  
ineligible items sold to a Household on credit. 

7. Exchanging Coupons to Cash. Under no circumstance are Authorized 
Retailers allowed to accept Nutrition Assistance Program Coupons in 
exchange for cash. 

8. Redeeming Nutrition Assistance Program Coupons. Authorized Retailers 
may exchange Nutrition Assistance Program Coupons in accordance with 
this part for face value, upon presentation to a local bank willing to accept the 
coupons at face value or to the Redemption Agent designated by the State 
Agency to accept coupons fiom Authorized Retailers. 

9. Identifying Nutrition Assistance Program Coupon Users. Nutrition 
Assistance Program Coupons shall not be accepted from persons who have 
no right to possession of Nutrition Assistance Program Coupons. The 
Authorized Retailer shall require all persons presenting coupons to show the 
Nutrition Assistance Program Identification Card, and any form of Photo 
Identification upon request, of the Household to establish the right of that 
person to use the Nutrition Assistance Program Coupons. Only the Adult 
Head of Household and its Authorized Representative(s) are authorized 
to transact with Nutrition Assistance Program Coupons at  Authorized 
Retailers. 

10. Expiration of Nutrition Assistance Program or Food Stamps 
Authorization. Deadline to deposit Nutrition Assistance Program 
Coupons in Authorized Retailer's possession to the local banks shall be 
five (5) working days following the expiration of their Food Stamps 

- Authorization. 
i- 
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11. Change in Ownership, Store Location, or Closure of Business. Prior to 
expiration of Authorization, Authorized Retailers must inform the State 
Agency Retail and Redemption Unit immediately regarding change in 
ownership, store location, or closure of business, and all Nutrition 
Assistance Program Coupons in their possession must be deposited to 
their respective banks within five (5) working days from the effective date 
of change. Otherwise, request for extension may be granted at Retail and 
Redemption Officer's discretion for good cause. Change in ownership 
requires the new management to file a new Application and accompanied 
by supporting documentation pursuant to the Application Processing 
Standards and established guidelines. 

Failure to Submit Required Documents in a Timely Manner. Authorized 
Retailers that fail to submit required documents, such as, Monthly Local 
Purchase Report, Quarterly Business Gross Revenue Tax, etc., in a timely 
manner shall be subject to Disqualification for at least one (1) month. 
The Retail and Redemption Officer shall take the required initiative to 
send a Written Notice to the affected Firm informing of the 
Disqualification in effect and alert the Redemption Agent not to redeem 
or accept deposits of Nutrition Assistance Program Coupons from the 
Disqualified Firm for the specified month under no circumstances. 
However, upon submission of the required documents once the 
Disqualification is in effect, the Retail and Redemption Officer shall send 
a Written Notice to the affected Firm notifying that such Disqualification 
has been lifted, but only after serving the one (1) month Disqualification 
at  the least; and, the Redemption Agent shall also be notified to begin 
accepting Nutrition Assistance Program Coupon deposits for redemption 
from the subject Firm beginning on the month specified on the notice. 

C. Procedure for Redeeming: Nutrition Assistance Program Coupons. 

1. Endorsing Nutrition Assistance Program Coupons. Each Authorized 
Retailer shall mark its Authorization Number or Name on each Nutrition 
Assistance Program Coupon and bundle the coupons by denomination before 
it presents the Nutrition Assistance Program Coupons for redemption. The 
Earmarked Coupons (Local Coupons) shall be bundled separately from the 
one-dollar ($1) General Purpose Coupon (United States or Regular 
Coupon). 

2. Using Redemption Certificates. Retail and Redemption Unit will provide all 
Authorized Retailers with Redemption Certificates. Authorized Retailers 
shall use the Redemption Certificates to present Nutrition Assistance 
Program Coupons to the Redemption Agent for cash credit or for cash. An 
Authorized Retailer using Redemption Certificates to redeem Nutrition r--- 
Assistance Program Coupons shall fill out the Redemption Certificate to 
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show the business name of the Authorized Retailer, the value of the 
Nutrition Assistance Program Coupons redeemed, the date, and the 
signature and title of the official of the Firm redeeming the Nutrition 
Assistance Program Coupons. 

3. Nutrition Assistance Program Coupons Accepted without Authorization. 
Nutrition Assistance Program Coupons accepted by a Retail Store before the 
receipt by the Firm of an Authorization Card from the State Agency Retail 
and Redemption Unit may not be presented for redemption unless the Retail 
and Redemption Officer has approved the redemption. Approval may be 
granted by the Retail and Redemption Officer at its discretion under the 
following conditions: 

a. The Firm presents a written Application for approval to the State Agency 
Retail and Redemption Unit. This Application shall be accompanied by 
a Written Statement signed by the Firm of all facts about the acceptance of 
the Nutrition Assistance Program Coupons. The Statement shall also 
include a certification that the Nutrition Assistance Program Coupons 
were accepted in good faith, and without any intent to circumvent the 
provisions of this part; 

b. The Nutrition Assistance Program Coupons were received in accordance 
with the requirements of this part governing acceptance of Nutrition 
Assistance Program Coupons except the requirement that the Firm be 
authorized before acceptance; and 

c. The Firm receives authorization to participate in the Program. 

4. Burned and Mutilated Nutrition Assistance Program Coupons. The State 
Agency Retail and Redemption Unit may redeem burned or mutilated 
Nutrition Assistance Program Coupons only to the extent that the Retail 
and Redemption Unit Personnel can determine the value of the Nutrition 
Assistance Program Coupons. The Authorized Retailer presenting burned 
or mutilated Nutrition Assistance Program Coupons for redemption shall 
submit the Nutrition Assistance Program Coupons to the State Agency 
Retail and Redemption Unit with a properly filled-out Redemption 
Certificate. In the section of the Redemption Certificate for entering the 
amount of Nutrition Assistance Program Coupons to be redeemed, an 
estimate of the value of the burned or mutilated Nutrition Assistance 
Program Coupons submitted for redemption shall be entered if the exact 
value of the Nutrition Assistance Program Coupons is unknown. 

D. Participation of the Redemption Anent. 

C - 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18560 



Accepting Nutrition Assistance Program Coupons. The Redemption Agent 
may redeem Nutrition Assistance Program Coupons only from Authorized 
Retailers or other local banks accepting coupons and in accordance with the 
provisions of this part and the instructions from the State Agency Retail and 
Redemption Unit. Nutrition Assistance Program Coupons submitted to the 
Redemption Agent for credit or for cash must be properly endorsed and shall 
be accompanied by a properly filled-out and signed Redemption Certificate. 
The Redemption Agent may require persons presenting Nutrition Assistance 
Program Coupons for redemption to show their Authorization Cards. Copies 
of the Redemption Certificates accepted by the Redemption Agent shall be 
delivered with the Weekly Redemption Agent's Report to the Retail and 
Redemption Unit Office once per week Nutrition Assistance Program 
Coupons redeemed must be cancelled by the Redemption Agent by indelibly 
marking "PAID or "CANCELLED" on each Nutrition Assistance Program 
Coupon. A portion of a Nutrition Assistance Program Coupon consisting of 
less than three-fifths (315's) of a whole Nutrition Assistance Program 
Coupon may not be redeemed by the Redemption Agent. 

2. Loss of Nutrition Assistance Program Coupons by Burglary or Robbery. 
The Retail and Redemption Officer will consider Claim from the 
Redemption Agent for Cancelled Nutrition Assistance Program Coupons 
lost as a result of burglary or robbery. Stolen Nutrition Assistance Program 
Coupons, later recovered, for which the Redemption Agent was compensated 
by a Claim Payment from the State Agency Nutrition Assistance Program 
shall be returned to the Retail and Redemption Officer and shall not be 
redeemed. To be compensated for such losses, the Redemption Agent must 
provide the Retail and Redemption Officer with: 

a. Documentation showing that the stolen Cancelled Nutrition Assistance 
Program Coupons were in the possession of the Redemption Agent at the 
time of the burglary or robbery; 

b. Evidence that the amount of Nutrition Assistance Program Coupons 
recovered will not be compensated for by the Redemption Agent's insurer; 

c. An Investigation Report detailing the facts of the robbery or burglary; 

d. .Evidence that negligence on the part of the Redemption Agent did not 
contribute to the loss; and 

e. Evidence that credit equal to the amount of the coupons stolen was given 
to Authorized Retailer(s) and has not been previously claimed from the 
State Agency Nutrition Assistance Program by the Redemption Agent. 
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Current List of Authorized Retailers. The Redemption Agent shall maintain 
a current List of Authorized Retailers and shall maintain a Record of 
Redemption for each. The Retail and Redemption Officer shall inform the 
Redemption Agent of any additions or deletions to the List of Authorized 
Retailers within one (1) working day of the Retail and Redemption Officer's 
action. 

Accountability. The Redemption Agent shall retain Redeemed Coupons in 
their original bundles (when they were initially deposited with the Redemption 
Agent) and kept in separate stacks by Authorized Retailer in a secure storage 
area. 

Reconciliation. The Retail and Redemption Officer and Redemption Agent 
shall reconcile the redeemed coupons with Deposit Slips and Transmittal 
Reports from other banks on a monthly basis. The Nutrition Assistance 
Program Office will provide the Bank Reconciliation Section at Finance 
and Accounting with the original Monthly Bank Statement each month 
and a copy of the Bank Statement to the Federal Grants Section for 
recording of Food Stamp Coupon Redemptions for the Program's Special 
Fund Account. The Bank Reconciliation Section will then reconcile the 
Program's Bank Account Statements with the Financial Management 
System balance on a monthly basis. A copy of the reconciliation for the 
subject month will then be provided to the Nutrition Assistance Program 
Office. Nutrition Assistance Program will request Finance and 
Accounting to make any necessary adjustment entries if needed. This 
procedure should provide for timely entry of any necessary adjustments 
and will also result in minimal adjustments at the end of the Fiscal Year. 

Retention. The State Agency Retail and Redemption Unit shall retain 
Redeemed Coupons for three (3) months after redemption or before actual 
destruction. The Retail and Redemption Unit Personnel shall destroy 
Redeemed Coupons only after they have been reconciled but no earlier than 
three (3) months after the Redemption Agent has redeemed the coupons. The 
destruction shall be witnessed and certified by at least two (2) Retail and 
Redemption Unit Personnel, or as an alternate, with one (1) Management 
Evaluation Unit Official. 

Reporting. The Redemption Agent shall provide the Retail and Redemption 
Officer a Comprehensive Redemption Report for all Authorized Retailers no 
later than the fifth (5') of the month for the previous month. 

Changes in Coupon Series. The Redemption Agent shall enforce effective 
dates of Nutrition Assistance Program Coupon Series in accordance with 
written instructions from the Retail and Redemption Officer. The State 
Agency Nutrition Assistance Program shall not reimburse the Redemption 
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Agent after the Coupon Series' effective Termination Date without a written 
waiver of this prohibition from the Retail and Redemption Officer. 

E. Disqualification of Authorized Retailers. 

1. Authority to Disqualify or Subject Authorized Retailers to a Civil Money 
Penalty. The Retail and Redemption Officer may disqualify any 
Authorized Retailer from further participation in the Program for a 
reasonable period of time, not to exceed three (3) years, as the Retail and 
Redemption Officer may determine, if the Firm fails to comply with 
applicable rules, regulations, policies, or the provisions of this section. Any 
Firm which has been disqualified and which wishes to be reinstated at the end 
of the Period of Disqualification or at any later time shall file a new 
Application so that the Retail and Redemption Officer may determine 
whether reinstatement is appropriate. The Retail and Redemption Officer 
may, in lieu of Disqualification, subject the Firm to a Civil Money Penalty of 
up to five thousand dollars ($5,000) for each violation if the Retail and 
Redemption Officer determines that a Disqualification would cause hardship 
to participating Households. For purposes of this section, unless otherwise 
noted, "Firm means the ownership or management of any Authorized 
Retailer or any person acting on behalf of the ownership or management. 

2. Charge Letter. Any Authorized Retailer considered for Disqualification 
under paragraph E, or imposition of a Civil Money Penalty under paragraph F 
shall have full opportunity to submit to the State Agency Retail and 
Redemption Unit information, explanation, or evidence concerning any 
instances of noncompliance before the Retail and Redemption Officer 
makes a Final Administrative Determination. The Charge Letter shall 
specifjr the violation(s) or action which the Retail and Redemption Officer 
believes constitute a basis for Disqualification or imposition of Civil Money 
Penalty. The Charge Letter shall inform the Authorized Retailer that it 
shall respond in writing to the charge($ contained in the letter within ten (10) 
days of the date of the letter. The Firm's response shall set forth a statement 
of evidence, information, or explanation concerning the specified violation(s) 
or act@). 

3. Review of Evidence. The Charge Letter, the response, and any other 
information available to the Retail and Redemption Officer shall be 
reviewed and considered by an Administrative Review Officer appointed by 
the Nutrition Assistance Program Administrator who shall then issue the 
determination. 

4. Basis for Determination. In making a determination the Administrative 
Review Officer shall consider: 
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a. The nature and scope of the violation(s) committed by personnel of the 
Firm; 

b. Any prior action taken by the Retail and Redemption Officer to warn the 
Firm about the possibility that violation(s) were occurring; and 

c. Any other evidence that shows the Firm's intent to violate the regulations, 
rules, policies, or the provisions of this part. 

Penalties. The Retail and Redemption Officer shall take action against any 
Authorized Retailer determined to have violated the regulations, rules, 
policies, or the provisions of this section as follows: 

a. Disqualify the Authorized Retailer for three (3) years if the Firm has 
committed flagrant violations of Program Regulations andlor trafficked in 
Authorization to Participate Cards andlor Nutrition Assistance Program 
Coupons, which have resulted in major diversions of Nutrition 
Assistance Program Coupons fiom their intended purpose. The Retail 
and Redemption Officer must determine that the flagrant violations cited 
resulted in the diversion of at least five thousand dollars ($5,000) worth of 
Nutrition Assistance Program Coupons from their intended purpose in 
order to impose a 3-Year Disqualification. 

b. Disqualify the Authorized Retailer for one (1) year if the evidence shows 
one (1) or more of the following and the amount involved total less than 
five thousand dollars ($5,000): 

i. It is the Firm's policy to sell expensive or conspicuous nonfood items, 
cartons of cigarettes, alcoholic beverages or gasoline, in exchange for 
Nutrition Assistance Program Coupons, and the Firm has engaged in 
such practices, or 

ii. The Firm bought Nutrition Assistance Program Coupons at discount, 
and 

iii. The Firm was warned about the possibility that such violations were 
occurring and of the possible consequences of violating Nutrition 
Assistance Program Regulations. The Retail and Redemption 
Officer may disqualify a Firm for one (1) year, even though the Firm 
was not warned about the possibility that violations were occurring, if 
the Retail and Redemption Officer finds that the Firm has committed 
unusually serious violations of the kind described in 5bi or 5bii of this 
subparagraph. 
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iv. The Firm's Nutrition Assistance Program Coupon Redemption for a 
specified period of time exceed its sales of eligible items for the same 
period of time. 

v. The Firm accepted Local Coupons identified as restricted to purchase 
of local foods only for any eligible food. 

vi. It is the Firm's policy to commit violations,-such as, the sale of 
common ineligible nonfood items in amounts normally found in a 
shopping basket, etc., and the Firm was warned about the possibility 
that violations were occurring and of the possible consequences of 
violating Nutrition Assistance Program Regulations. 

c. Disqualify the Firm for six (6) months if the evidence shows one (1) or 
more of the items enumerated in ESb above except the amount involved 
total less than one thousand dollars ($1,000). 

6. Warning Letter. The Retail and Redemption Officer shall send the Firm a 
Warning Letter if violations are too limited to warrant a Disqualification. 

7. Previous Penalties. The Retail and Redemption Officer may assign a 
penalty that is more severe than the penalty normally warranted by the 
evidence of violations if the same Firm has been previously disqualified or has 
been previously charged with a Civil Money Penalty. 

8. Claim Against Violators. The Retail and Redemption Officer may establish 
a Claim against an Authorized Retailer that has accepted Nutrition 
Assistance Program Coupons in violation of applicable rules, regulations, 
policies, or the provisions of this part. If a Firm fails to pay the Claim, the 
Retail and Redemption Officer may collect the Claim by offset against the 
amount due the Firm on redemption of other Nutrition Assistance Program 
Coupons, or deny the Application for Reauthorization by a Firm that has been 
disqualified and failed to pay a Claim. 

F. Civil Money Penalty in Lieu of Disqualification. 

1. Criteria for Civil Money Penalty. The Retail and Redemption Officer may 
impose a Civil Money Penalty in lieu of Disqualification only when a Firm 
subject to a Disqualification is selling a substantial variety of Staple Food or 
other eligible items, and the Firm's Disqualification would cause hardship to 
Nutrition Assistance Program Recipients because there is no other 
Authorized Retailer in the area selling as large a variety of items at 
comparable prices and the Firm requests payment of Civil Money Penalty in 
lieu of Disqualification. 

r - 
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2. Amount of Civil Money Penalty. The Civil Money Penalty may not exceed 
five thousand dollars ($5,000) for each violation. The Retail and 
Redemption Officer shall determine the amount of the Civil Money Penalty 
as follows: 

a. Determine the Firm's average monthly redemption of Food Stamps for the 
12-Month Period ending at the time the Firm was charged with violations 
or the average monthly redemption at the time the Firm was charged with 
violations. 

b. Multiply the average monthly redemption figure by ten-percent (1 0%) to 
represent the loss of profits that would result from the loss of Nutrition 
Assistance Program Coupon business and related cash business. The 
Retail and Redemption Officer may double the ten-percent (10%) 
multiplier in cases in which the Firm has been disqualified or subjected to 
a Civil Money Penalty previously. 

c. Multiply the product arrived at in subparagraph b immediately above by 
the number of months for which the Firm would have been disqualified 
under paragraph E5 of this section. 

3. Notifling the Firm of Civil Money Penalty. The Retail and Redemption 
Officer shall inform the Firm in writing that it has ten (1 0) days in which to 
pay the fine or notify the Nutrition Assistance Program Administrator in 
writing of its intent to pay in installments as specified by the Retail and 
Redemption Officer. In any event, the fine must be paid in full by the end of 
the period for which the Firm would have been disqualified. The Retail and 
Redemption Officer shall disqualifl the Firm for: 

a. The period determined to be appropriate under paragraph E.5 of this 
section if the Firm refuses to pay the fine; or 

b. A period corresponding to the unpaid part of the fine, if the Firm does not 
pay the fine in full or in installments as specified by the Retail and 
Redemption Officer. 

4. Delivery of Notice. The delivery by mail or personal service of any Notice 
required of the State Agency Retail and Redemption Unit by this part will 
constitute Notice to the addressee of its contents. The Notice shall advise the 
Firm that it may request review in accordance with procedures outlined in 
section G below. 

5. Review of Determination. The Determination of the Retail and Redemption 
Officer shall be final and not subject to M e r  review unless a written request 
for review is filed within ten (10) days of the date of the Notice. 
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6. Imposition of Claim. The Retail and Redemption Officer may impose a 
Claim against a Firm caught violating the Program who opted for Civil Money 
Penalty in lieu of Disqualification if the Firm does not pay the amount in full 
or in installments as specified by the Retail and Redemption Officer. 

Imposition of Civil Money Penalty on Unauthorized Retailers. Any 
transaction involving Nutrition Assistance Program Coupons with retail 
outlets other than the Nutrition Assistance Program's certified 
Authorized Retailers should be considered an Illegal Transaction, 
Penalties for Unauthorized Retailers accepting any and all Nutrition 
Assistance Program Coupon Transactions shall be subject to Civil Money 
Penalty in reasonable amount to be determined at  State Agency Nutrition 
Assistance Program discretion. Moreover, Authorized Retailers 
determined to be actively involved with said Illegal Transactions should 
be subject to penalties and charges for violations in accordance with the 
provisions delineated in this Manual. 

8. Program Income Account. The Program Income Account is established 
as a new business account that is completely separate from the 
Administrative/Operational and Program Benefits Accounts. The 
Nutrition Assistance Program Accountant shall timely transmit all Over 
Issuance Payments, Penalty Fine and Civil Money Penalties to Division of 
Treasury, then Division of Treasury credits and deposits said payments 
into the Program Income Account. The Federal Grant Supervisor from 
Division of Finance and Accounting shall provide a Detail Expenditure 
Report to Nutrition Assistance Program Accountant on a monthly basis 
for reconciliation on all Over Issuance Payments, Penalty Fines and Civil 
Money Penalties. Funds from this Special Account shall be for proper 
expenditures on continued improvements in Program Operations and 
Personnel enhancement. Nutrition Assistance Program shall timely 
monitor and maintain proper expenditure control of the Program Income 
Account. 

G.  Requesting Administrative Review - Authorized Retailers. 

1. An Authorized Retailer aggrieved by an Administrative Action under this 
section may, within ten (1 0) days of the date of the adverse notice, file a 
written request for review of the Administrative Action with the Secretary of 
the Department of Community and Cultural Affairs. Upon receipt of the 
request for review, the questioned Administrative Action may be stayed by the 
Retail and Redemption Officer at the request of the aggrieved retailer 
pending disposition of the request for review by the Secretary of the 
Department of Community and Cultural Affairs or his duly authorized 
designee. 
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The Request for Review shall be filed with the Department of Community and 
Cultural Affairs, Office of the Secretary, Caller Box 10007, Saipan, MP 
96950. 

An Administrative Review will be scheduled, conducted and a decision 
rendered no later than thirty (30) days after the date the Request for 
Administrative Review was filed with the State Agency Department of 
Community and Cultural Affairs. The Secretary of the Department of 
Community and Cultural Affairs may, at his discretion, preside over an 
Administrative Review Hearing or designate an Administrative Review 
Officer to hear the case. The decision of the Hearing Officer shall be final and 
binding on all parties. 

H. Judicial Review. 

1. A Firm aggrieved by an Order of the State Agency Department of 
Community and Cultural Affairs may appeal the Order to the 
Commonwealth Court within ten (1 0) days following the date of the Order. 

2. The commencement of any Appeal Proceedings in any Court shall not operate 
as a stay of compliance with the Order. 

I. Other Penalties and Remedies. 

In addition to any other penalties prescribed by this part. The Attorney General's 
Office may bring this action in any Court of competent jurisdiction to enjoin 
violations of the provisions of this section, the Commonwealth of the Northern 
Mariana Islands Food Stamps Fraud Statute, or any other applicable Nutrition 
Assistance Program Rules, Regulations, or Policies and to assess damages for 
such violations. 

J. Retail and Redemption Unit Monitoring of Retailer Compliance. 

1. List of Authorized Retailers. The State Agency Retail and Redemption 
Unit shall maintain a current Listing of All Authorized Retailers in the 
Commonwealth of the Northern Mariana Islands. The State Agency Retail 
and Redemption Unit shall maintain a file for each Authorized Retailer. At a 
minimum, this file shall include: 

a. A Contact Sheet; 

b. An Application Form; 

c. Current Quarterly Business Gross Revenue Tax (BGRT); 
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d. A Record of Monthly Redemption; and 

e. Copies of current Business License and Health Permit. 

2. High Redeemer List. The Retail and Redemption Officer shall determine 
the Redemption Ratio for each Authorized Retailer each month. The 
Redemption Ratio shall be obtained by dividing the store's monthly Coupon 
Redemption by its reported Monthly Gross Sales. The stores showing a 
Redemption Ratio of twenty percent (20%) or more with monthly 
redemption exceeding one thousand dollars ($1,000) shall be placed on a 
High Redeemer List. 

3. Compliance Activity based on Redemption Ratio Analysis. On a quarterly 
basis, a Retail and Redemption Unit Personnel shall conduct a Compliance 
Visit on each of the top twenty (20) stores appearing on the High Redeemer 
List within thirty (30) days following each ending quarter. 

4. Follow-up on Compliance Visits. The Retail and Redemption Unit 
Personnel shall make one (1) of three (3) determinations as a result of the 
Compliance Visit based on an analysis of the store's size, location, nearest 
competitors, hours of operation, comparative prices proximity to low income 
areas, and any other relevant factor(s). 

a. The Firm's Redemption Records are unreasonable and are likely the result 
of Program Violations. The Retail and Redemption Officer shall 
request Field Investigations on all Authorized Retailers suspected of 
Fraud through the Management Evaluation Unit in a timely manner. 
The State Agency Retail and Redemption Unit shall take appropriate 
Corrective Actions based on the Recommendations of the 
Management Evaluation Unit Field Investigation Report of Findings 
(see item 6 below). 

b. The Firm's Redemption Records are high but reasonable based on 
pertinent factors. The Retail and Redemption Unit Official shall 
document the Compliance Visit and the determination of high but 
reasonable Redemption Ratio. The Retail and Redemption Unit Official 
need not conduct another Compliance Visit to the same Firm following a 
determination of reasonable though high redemption for a period of six (6) 
months. Firms found to be high but reasonable redeemers after two (2) 
consecutive Compliance Visits shall be subject to subsequent Compliance 
Visit no more frequently than once a year. 

c. The Retail and Redemption Official conducting the Compliance Visit 
cannot make a determination and recommends further monitoring. The 
Retail and Redemption Official shall monitor the Firm's Redemption 
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Record for three (3) consecutive months and at the end of that period shall 
either make a determination of high but reasonable redemption or request 
a Field Investigation from Management Evaluation Unit if the Firm 
remains on the High Redeemer List during the monitoring period. 

Compliance Visit. The Retail and Redemption Unit Official conducting the 
Compliance Visit shall inform the Firm's proprietor or manager of the reason 
for the visit. He shall provide the Firm a copy of the Firm's Redemption 
Record (at least the last three months, if appropriate) and allow the Firm's 
owner or manager the opportunity to explain the reason(s) for the high 
redemption(s). The Retail and Redemption Unit Official shall conduct a 
Collateral Visit to the Office of the Division of Revenue & Taxation (if sales 
figures are updated) and to two (2) nearby competitors (Authorized Retailers) 
to confirm or corroborate the subject store owner or manager's statements, and 
to inquire about rumors of Program Violations or complaints against the 
subject Firm prior to completing his written determination. A letter 
confirming the Compliance Visit shall be sent to the Firm within ten (10) 
days of the store visit. 

Store Investigations. The Retail and Redemption Officer shall request 
investigations on Authorized Retailers suspected of Fraud to the 
Management Evaluation Unit Supervisor to expedite Investigation 
Action. With Investigation Cases considered more severe, the 
Management Evaluation Unit Official shall attempt to confirm suspected 
violations by actual purchase of ineligible items or exchange of Food Stamps 
Coupons for cash, etc., at the subject Firm through Agents by means of Sting 
Operation under the direction and assistance of the Investigation Office 
from the Attorney General's Office. The State Agency's Agents shall 
conduct three (3) attempts and document each attempt immediately after. The 
document shall include, at a minimum: time and place of buy; items bought; 
and the name andlor description of Firm Personnel committing the violation. 
Otherwise, with less severe cases, Management Evaluation Unit shall 
apply standard Field Investigation Procedures prescribed in this Manual. 
The Retail and Redemption Officer shall disqualifl Authorized Retailers 
found guilty of violations as a result of Sting Operations and Field 
Investigations in accordance with section X.E. 

Onsite Inspections on Authorized Retailers. Retail and Redemption Unit 
Official shall conduct Onsite Inspections on at least five (5) Authorized 
Retailers each month to, at a minimum, instruct the Firms' personnel in 
the proper procedures required in the acceptance and redemption of 
Nutrition Assistance Program Coupons. When properly informed, 
Onsite Inspections establish the best possible contact between the State 
Agency Retail and Redemption Unit and the Authorized Retailers, and 
present Retail and Redemption Unit Official the opportunity to clarify 
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possible misunderstandings about Program Regulations before 
Compliance Action becomes necessary. Onsite Inspections are especially 
desirable in certain instances, such as, when a Firm has not been 
redeeming regularly despite being located in a high-volume Food Stamp 
Coupon area. However, Onsite Inspections on Tinian and Rota shall be 
conducted on a quarterly basis or as required. If time and/or travel 
limitations do not permit Onsite Inspections on the Island Centers of 
Tinian and Rota, contacts may be made by telephone at State Agency 
Nutrition Assistance Program discretion. 

8. Conducting Authorized Retailers Onsite Inspections. The Retail and 
Redemption Unit Official shall conduct at least five (5) Onsite Inspections 
on Authorized Retailers each month according to the following: 

a. Prepare for an Onsite Inspection by reviewing the Firm's individual 
Case File, the most recent redemption of the Firm, and the Firm's 
redemption and compliance history. 

b. Schedule the Onsite Inspection, if possible, at a time that affords the 
least interference with the conduct of business by the Firm. At its 
discretion, the Retail and Redemption Unit Official may notify the 
subject Firms ahead of time about the visitation. Otherwise, the 
element of surprise shall be exercised by the Retail and Redemption 
Unit Official on occasions as it may warrant necessary. 

c. Conduct the Onsite Inspection, if possible, with a Management 
Official, for instance, the owner, manager or supervisor who is 
responsible for the day-to-day store operations. 

d. Stress to the Firm's owner, manager and employees the necessity for 
fully understanding Program Regulations and being aware of the 
penalties for violations. In the absence of the owner or manager, the 
Retail and Redemption Unit Official conducting the Onsite Inspection 
shall discuss about the Program Standard Policies and Procedures 
with the store clerks and shall determine if they have any questions 
concerning the Program. Even if the owner or manager is present, the 
Retail and Redemption Unit Official should still request permission to 
visit with the store clerks unless conditions in the Firm, such as long 
lines of shoppers, prevent it. The responses of the store clerks will be 
a good indication of the general state of Program knowledge and 
supervision in the Firm. 

e. Stress to the owner or manager that they are responsible for keeping 
their employees fully informed on Program Regulations and 
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Operations. Examples of Program Regulations and pertinent matters 
which should be reviewed during the Onsite Inspection are: 

i. Recent changes or revisions in Program Regulations, Policies and 
Procedures; 

ii. Eligible and Ineligible Items; 

iii. Change-Making; 

iv. Requesting proper Identification from Food Stamp Recipients; 

v. Back-Bill or Credit Account Policies; 

vi. Completing Redemption Certificates; 

vii. Depositing Food Stamp Coupons at regular intervals; 

viii. Problems with handling Food Stamp Coupons; 

ix. Information on violations in the surrounding area (other Firms or 
Food Stamp Recipients); 

x. Acceptance of loose coupons; 

xi. Reporting stolen and counterfeit coupons; 

xii. Courtesy towards Food Stamp Recipients; and 

xiii. Recent changes, if any, in the design of the Food Stamp Coupon 
Series, Food Stamp Recipient's Identification Card, etc. 

f. Verify or review the following information: 

i. Changes in ownership or managerial personnel; 

ii. Changes in the nature of business; and 

iii. Changes in gross and food sales figures since the last update, and 
the percentage of food sales in Staple Food items. 

g. Make Authorized Retailers aware that they are an important part of 
Program. Encourage Firm Personnel to contact the Retail and 
Redemption Unit Office whenever they have questions or any 
information to offer in connection with the operation of the Program, 
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particularly instances or  rumors of Program Violations. Suspected 
Program Violations should be reported to the Management 
Evaluation Unit Supervisor to expedite Investigation Action. 

h. Make an evaluation of the Firm's present eligibility to participate, 
and determine whether the Firm's participation furthers the purpose 
of the Nutrition Assistance Program; and 

i. If violations are observed, reclassify the Onsite Inspection visit as a 
Compliance Visit and handle accordingly. 

Recording and Reporting Authorized Retailer Onsite Inspection. I t  is 
important that the Retail and Redemption Unit Official making an 
Authorized Retailer Onsite Inspection fully documents everything 
that transpired during the store visit. This will provide an important 
permanent record of the type of visit, the persons contacted, the 
educational materials provided and the relative level of understanding 
of store personnel. This documentary report will be especially 
important if it becomes necessary to initiate Compliance Action 
against the Firm. The information must be available to allow a 
determination as to whether or not every reasonable attempt has been 
made to eliminate any misunderstanding of the regulations by a 
Firm's owner or manager. I t  will also provide a record of Program 
Compliance Promotion efforts in order to support any potential 
adverse action taken against the Firm. Monitoring contacts made by 
telephone should be clearly identified as such. 

9. Report of Findings. Upon completion of the five (5) Authorized Retailers 
Onsite Inspection Reports each month, the Retail and Redemption Unit 
Personnel shall submit the consolidated Report of Findings to the 
Nutrition Assistance Program Administrator for his disposition within 
fifteen (15) working days following the subject month, with a courtesy 
copy furnished to the Management Evaluation Unit Supervisor, prior to 
filing each copy of the narrative report in respective Authorized Retailers 
Case Files. The Retail and Redemption Officer on subject Authorized 
Retailers as warranted shall impose appropriate Corrective Actions. 

10. Other Compliance Action. Nothing in section X.J shall preclude the State 
Agency Retail and Redemption Unit from performing additional 
Compliance Actions not required herein. 
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XI. EMERGENCY FOOD ASSISTANCE FOR VICTIMS OF DISASTERS 

A. General. The State Agency shall be responsible for the administration of 
Temporary Emergency Provisions within the Commonwealth of the Northern 
Mariana Islands, as authorized by Food and Nutrition Service, including 
Certification of Households, Publicity Activities, Evaluation of Disaster 
Operations, and preparation of accurate and timely Reports of Emergency Food 
Assistance. The Commonwealth of the Northern Mariana Islands Food Service 
Office shall be directly responsible for the distribution, accountability and 
reporting of commodities utilized during Emergency Operations. 

B. Definitions. 

1. Disasters. 

a. Natural Disasters such as typhoons, storms, floods, high water, water- 
driven water; tidal waves, earthquakes, drought and fires; and 

b. Man-made Disasters such as explosions, fires, riots, nuclear and chemical 
contamination. 

2. Other Emergencies. These include special situations of distress in which food 
assistance needs warrant Group Feeding. For example, defense related crisis 
relocation. 

3. Disaster Victims. Disaster Victims include those persons who because of acts 
of God or man-made Disasters and emergencies, are in need of Emergency 
Food Assistance. 

4. Disaster Relief Agency. Disaster Relief Agencies include all recognized 
institutions or associations of persons engaged in charitable activities. 

C. Coordination. The State Agency Department of Community and Cultural 
Affairs Secretary or his designee shall coordinate Disaster Operations with the 
Governor's Chief Administrative Officer, the Commonwealth of the Northern 
Mariana Islands Disaster Control Oficer, the Commonwealth of the Northern 
Mariana Islands Food Service Office and corresponding individuals in the Federal 
Emergency Management Office, Civil Defense, the American Red Cross and 
other Disaster Relief Agencies. 

1. The State Agency shall ensure that it is on the Commonwealth of the Northern 
Mariana Islands Disaster Control Office's Notification List so it can be alerted 
to any potential Disaster as quickly as possible. 
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2. The State Agency shall request those Disaster Relief Agencies to provide 
information on Disaster Eligibility Standards to potentially Eligible 
Households in a Disaster and to refer these Households to the Nutrition 
Assistance Program Disaster Assistance. 

3. If the Disaster is limited in nature (not meeting the criteria to be designated a 
Disaster by Food and Nutrition Service), the State Agency shall request 
Disaster Relief Agencies which are providing assistance to affected 
Households to provide information on and refer potentially Eligible 
Households to the Ongoing Nutrition Assistance Program. 

D. Disaster Declaration Procedures. 

Food and Nutrition Service shall determine the need for Temporary Food 
Assistance for Households which are victims of a Disaster when the conditions 
are severe enough and affected Households in such a way that the regular 
Nutrition Assistance Program cannot respond to their temporary food needs. 
Emergency Food Assistance is appropriate when, for example, a quick response is 
needed to meet a sudden heavy demand at the State Agency which the regular 
Nutrition Assistance Program is not capable of timely processing. Food and 
Nutrition Service shall authorize the area for Emergency Food Assistance as a 
result of a Disaster. This area may or may not have boundaries congruent with 
areas designated as a Major Disaster by the United States President. The State 
Agency shall obtain from Food and Nutrition Service a formal Disaster 
Declaration in writing. 

E. Disaster Desimation. Conditions which may require a Disaster Designation by 
Food and Nutrition Service include, but are not limited to: 

1. Damage has been caused of sufficient severity and magnitude to warrant 
Major Disaster Assistance under the Disaster Relief Act of 1974. 

2. Federal Emergency Assistance is needed to supplement Commonwealth of the 
Northern Mariana Islands efforts to save lives and protect property, public 
health and safety. 

3. Alternative Certification Procedures, and/or Physical Facilities are needed on 
a mass scale to supplement or replace normal Certification Procedures, and/or 
Physical Facilities. 

4. Additional Certification Staff are needed to timely handle the volume of 
applicants. 

F. Application to Conduct Emergency Operations. 
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When all or part of the Commonwealth of the Northern Mariana Islands has 
been struck by a Disaster and the Ongoing Nutrition Assistance Program 
cannot respond to the temporary food needs of affected Households, the State 
Agency shall apply to Food and Nutrition Service for authorization to 
implement Emergency Food Assistance Procedures. The Application shall be 
made as quickly as possible by telephone or other means to the Food and 
Nutrition Service, Western Regional Office, as soon as the need has been 
established. However, the Written Application with substantiating facts will 
be submitted to Western Regional Office as soon after the Informal 
Application as possible. 

2. The Written Application must include the following: 

a. The date the Disaster began. 

b. The island(s) in the Commonwealth of the Northern Mariana Islands 
in need of Emergency Food Assistance. 

c. A determination with substantiation those Households residing within the 
Disaster Area are in need of Emergency Food Assistance. 

d. A determination with substantiation that the food needs of those 
Households cannot be met by the Ongoing Nutrition Assistance Program. 

e. An estimate of the numbers of Eligible Households in need of assistance. 

f. An assessment of the availability and accessibility of Nutrition Assistance 
Program Certification Sites in the Disaster Area. 

g. A determination that Temporary Certification Arrangements are or are not 
necessary and a description of any such proposed arrangement. 

h. An assessment of the availability and accessibility of Authorized Retailers 
in the affected area. 

i. An estimate of the period of Emergency Food Assistance need of the 
affected Households and an estimate of the period needed for processing 
Disaster Applications from affected Households. The State Agency shall 
recommend Emergency Food Assistance Period of either one-half (112) 
month or one (1) month, whichever is appropriate, to meet the needs of the 
affected Households. The Application Processing Period shall not exceed 
the anticipated Emergency Food Assistance Period. 

j. Identification of Disaster Relief Agency(ies), if any, which will assist the 
State Agency in administering Emergency Food Assistance. The Disaster 
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Relief Agency designated by the State Agency to perform specified 
functions in connection with Certification or distribution of Emergency 
Food Assistance must be authorized by Food and Nutrition Service. The 
State Agency shall also specify the island(s) in which the Disaster Relief 
Agency will perform such functions. 

k. Indication of type of Emergency Food Distribution (Household 
Distribution, Group Feeding, or both) and the quantity and types of food 
needed. This information shall be obtained from the Commonwealth of the 
Northern Mariana Islands Food Service Office. 

G. Food and Nutrition Service Authorization. 

1. Approval. The State Agency shall use the Commonwealth of the Northern 
Mariana Islands Emergency Food Assistance Procedures set out in Exhibit D, 
specifling the areas where such procedures are authorized, only afler the 
Application for Disaster Designation is approved. This Authorization will be 
made by telephone if possible, followed by written confirmation. 

2. Denial. If the Application is denied, Food and Nutrition Service shall notify 
the State Agency immediately by telephone if possible, followed by written 
confirmation. The State Agency shall request a review of the decision if 
additional information is available to substantiate the request for 
Authorization. 

3. Period of Authorization. Food and Nutrition Service shall specify the period 
of Emergency Food Assistance need and the corresponding anticipated Food 
Distribution Period. This period shall be for either a one-half (112) month or 
one (1) month. Such an extension may be authorized if Food and Nutrition 
Service determines that Emergency Food Assistance is necessary beyond the 
original period. 

H. Reporting. Within thirty (30) days following termination of the Emergency Food 
Assistance Period, the State Agency shall provide a Summary Report to the 
Western Regional Office, Food and Nutrition Service, using Form Food and 
Nutrition Service-292, Report of Coupon Issuance and Commodity Distribution 
for Disaster Relief. 

I. Monitoring. The State Agency shall implement and maintain controls over the 
Certification of Disaster Victims for emergency assistance while Disaster 
Procedures are in effect. 

J. Post Audits. 
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1. The State Agency Management Evaluation Unit shall conduct a Post 
Review of Disaster Certification Activities by selecting and reviewing five- 
percent (5%) of all cases certified for Disaster Assistance within sixty (60) 
days after the end of the Disaster Assistance Period. 

2. The State Agency Management Evaluation Unit shall prepare and complete 
a Report of Findings based on the above review within ten (1 0) working days 
after the completion of the review. 

3. The State Agency Management Evaluation Unit shall formulate Corrective 
Actions responding to the Report of Findings within ten (10) working days 
after the completion of the Report of Findings and implement those Corrective 
Actions to improve future Disaster Certification. 

K. Record Retention. The State Agency shall retain all Emergency Food Assistance 
Records to include Certification and Food Distribution Records a minimum of 
three (3) years from the date of origin. 

L. Household Disaster. The State Agency shall provide Replacement Benefits to 
Households affected by personal calamity outside the scope of Disaster Assistance 
that was covered above in this section. 

1. Coupons Destroyed after Receipt. A Household may request a replacement 
for that portion of its allotment, not to exceed one (I) month's Food Stamp 
Allotment, which it had received but which was destroyed in a Household 
Disaster such as fire or flood. To qualify for a replacement, the Household 
shall report the destruction to the Food Stamp Office within ten (10) days of 
the incident and sign a statement: 

a. Attesting to the destruction of the Household's Food Stamps; 

b. Indicating the amount of Food Stamps destroyed; and 

c. Stating that the Household is aware of the penalties for intentional 
misrepresentation of the fact. The statement shall be retained in the Case 
File. 

2. Replacement of Coupons. Replacement Coupons, if warranted, shall be 
issued within ten (10) days of receipt of the request for replacement. 
Replacement of coupons reported as destroyed subsequent to receipt shall be 
made only once in a 6-Month Period. If in the previous five (5) months the 
Household has been issued a replacement for coupons reported as destroyed 
subsequent to receipt, then the request for replacement shall be denied. 
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3. Authorization to Participate Cards Stolen or Destroyed after Receipt. A 
Household may request replacement for an Authorization to Participate Card 
which it had received but which was subsequently destroyed in a Household 
Disaster such as a fire or flood, or stolen. To qualify for a replacement the 
Household shall report the theft or destruction within ten (1 0) days of the 
incident and sign a statement: 

a. Attesting to the theft or destruction of the Household's Authorization to 
Participate Card; 

b. Stating that the original Authorization to Participate Card will be returned 
to the State Agency if recovered by the Household; and 

c. Stating that the Household is aware of the penalties for intentional 
misrepresentation of the facts. The statement shall be retained in the Case 
File. 

4. Replacement of Authorization to Participate Cards. Replacement 
Authorization to Participate Cards, if warranted, shall be issued within ten 
(1 0) days of receipt of the request for replacement. Replacement of 
Authorization to Participate Card reported as stolen or destroyed subsequent to 
receipt shall be made only once in a 6-Month Period. If in the previous five 
(5) months the Household has been issued a replacement for an Authorization 
to Participate Card reported as stolen or destroyed subsequent to receipt, then 
the request for replacement shall be denied. Authorization to Participate 
Cards stolen or destroyed after the valid period of the Authorization to 
Participate shall not be replaced. 

5. Lost or Misplaced Authorization to Participate Cards, Coupons. The State 
Agency shall not issue a replacement Authorization to Participate Card or 
coupons to a Household which reports that its Authorization to Participate 
Card or coupons were lost or misplaced after being received. 

6. Replacement of Food Destroyed in a Disaster. In cases where food purchased 
with Food Stamps is destroyed in a Disaster affecting a participating 
Household, the State Agency may replace the actual value of loss not to 
exceed one (1) month's Food Allotment, if the loss is reported within ten (10) 
days and the Household's Disaster is verified within ten (10) days. 

7. Prohibition of Duplicate Benefits. Where Food and Nutrition Service has 
issued a Disaster Declaration and the Household is eligible for Emergency 
Food Stamp Benefits, the Household shall not receive both the Disaster 
Allotment and a Replacement Allotment under this provision. 
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XII. BENEFIT REDUCTION PROCEDURES 

A. General Purpose. This section sets forth the procedures to be followed if 
unanticipated high Program Participation or other reasons make it necessary to 
reduce Program Benefits in order not to exceed the authorized grant amount. 

B. Procedures. Should it be determined that a reduction in benefits is needed, the 
following procedure shall be used to effect the reduction: 

1. Calculate the total estimated amount of benefits to be used for the month using 
the established Certification Process. 

2. Determine the amount of funds available for distribution. This is the total 
grant amount pro-rated monthly less authorized administrative expenses. 

3. Determine the percentage of total available funds for distribution in relation to 
the total funds required by Certification. 

4. Apply the calculated percentage to each case in order to distribute the pro-rata 
share. 

5. Round cents down to the nearest dollar to determine benefits to be issued to 
the Household. All Households shall be guaranteed a minimum benefit of 
twenty-dollars ($20) a month. 

C. Notification of Eligible Households. The State Agency shall notify Households of 
reductions through Mass Media at least ten (10) days before the reductions take 
effect. Reductions shall be made effective on the first (lSt) day of the month. 
Individual Notices of Adverse Action shall not be provided to Households. 

D. Restoration of Benefits. Households whose allotments are reduced as a result of 
the enactment of these procedures are not entitled to Restoration of Lost Benefits 
at a future date. The only exception is that if it is determined that the Household's 
benefits were reduced by more than the appropriate amount computed by 
following the procedures above. 

E. Effects of Reduction on Certification. 

1. Determinations of the eligibility of Applicant Households shall not be affected 
by a reduction in benefits. The State Agency shall accept and process 
Applications in accordance with the provisions of section VI. If an applicant 
is found eligible, the amount of benefits shall be computed using the 
calculated percentage for reduction. 
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2. The reduction shall also have no effect on the Certification Periods assigned to 
Households. Those participating Households whose Certification Periods 
expire during a month in which benefits were reduced shall be recertified in 
accordance with the provisions of section VI. Households found eligible to 
participate during the month in which benefits were reduced shall be assigned 
Certification Periods in accordance with the provisions of section VI. 

COMMONWEALTH REGISTER VOLUME 23 NUMBER 10 OCTOBER 19,2001. PAGE 18581 
144 



XIII. EXHIBITS 

A. Income Eligibility Guidelines. 

B. Benefit Levels. 

C. Agency Hearing Procedures. 

D. Disaster Procedures. 

E. Emergency Food Assistance (Distribution Guide Rate). 

F. EligibilitvIBenefit Level Determination Illustration. 
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EXHIBIT A 

MAXIMUM INCOME GUIDELINES 
EFFECTIVE OCTOBER 1. 1997 

HOUSEHOLD SIZE MAXIMUM GROSS MONTHLY INCOME 

For Households with more than twenty-two (22) members. add one hundred twenty-nine 
dollars ($129) for each additional member . 

A-1 
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EXHIBIT B 

MAXIMUM BENEFIT LEVELS 
EFFECTIVE OCTOBER 1. 1997 

HOUSEHOLD SIZE MAXIMUM ALLOTMENT 

For Households with more than twenty-two (22) members. add ninety-eight dollars ($98) 
for each additional member . 

B-1 
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EXHIBIT C 
. . 

I '  ' Agency Hearing Procedures. 

I. SCOPE. These rules govern the Proceedings before the Hearing Officer under the 
Nutrition Assistance Program Manual of Operations, Regulations, or Memorandum of 
Understanding. 

11. CONSTRUCTION OF RULES. The rules shall be liberally construed to effectuate 
the purposes of the Program and to secure the just and speedy determination of every 
Proceeding. 

111. DEFINITIONS. As used in these rules, except as otherwise required by the context: 

- Program. The term "Program" shall mean the Nutrition Assistance Program. 

- Department Secretary. The term "Department Secretary" shall mean the 
Secretary of the Department of Community and Cultural Affairs. 

- Party. The term "Party" shall mean any person, Household or organization filing 
a complaint, petition, request or Application under these rules and any person, 
organization named as a Party in the complaint, request or petition filed under 
these rules. 

- Hearing Officer. The term "Hearing Officer" shall mean any person designated 
and authorized by the Department Secretary pursuant to the Manual of 
Operations to hold a Hearing for the purpose of taking evidence and to make 
Findings of Facts, Conclusions of Law and Recommendations to the Department 
Secretary upon matters involved in a Proceeding before the Department 
Secretary. 

- Administrator. The term "Administrator" shall mean the Administrator of the 
Commonwealth of the Northern Mariana Islands Nutrition Assistance Program. 

- State Agency. The term "State Agency" shall mean the Department of 
Community and Cultural Affairs and as appropriate, the Division of Nutrition 
Assistance Program within the Department of Community and Cultural Affairs. 

IV. APPEARANCE AND PRACTICE BEFORE THE HEARING OFFICER. 

A. Ap~earance before the Hearinn Officer. 
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A person may appear in his own behalf; a Household or an organization may be 
represented by a person or persons duly designated and authorized by the 
Household or an organization; and the Program may be represented by the 
Administrator or person duly designated and authorized by the Administrator at 
its Legal Counsel from the Attorney General's Office. 

B. Representation. 

In any Proceeding under these rules, any person, Household, organization or the 
Program may be represented by counsel or any other Authorized Representative. 

C. Personal Appearance Constitutes Representation. 

When a person acting in a representative capacity appears in person or signs a 
paper in practice before the Hearing Officer, his personal appearance or signature 
shall constitute a representation to the Hearing Officer that under the provisions of 
these rules and the law he is authorized and qualified to represent the particular 
person on whose behalf he acts. The Hearing Officer may at any time require any 
person transacting business before the Hearing Officer in a representative capacity 
to show his authority and qualifications to act in such capacity. 

V. PROCEEDING BEFORE THE STATE AGENCY. 

A. Filing of Documents. 

1. Place of Filing Documents. All complaints, pleadings, submittals, petitions, 
reports, exceptions, briefs, memoranda and other papers required to be filed 
with the State Agency in any Proceeding shall be filed with the Hearing 
Officer. 

2. Service of Documents. Such papers may be sent by mail or hand carried to the 
Department of Community and Cultural Affairs, Office of the Secretary, 
Caller Box 10007, Saipan MP, 96950, within the time limit, if any, for such 
filing. 

3. Date of Filing Documents. The date on which the papers are actually received 
by the State Agency shall be deemed to be the date of filing. 

4. Signing of Documents. The Party signing the same or his duly Authorized 
Representative must sign all papers in ink. The signature of the person 
signing the document constitutes a certification that he has read the document; 
that to the best of his knowledge, information and belief every statement 
contained in the instrument is true and correct and no such statements are 
misleading; and that it is not interposed for delay. 
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B. Investigation by the State Agency. 

1. Initiation of Investigation. The State Agency may at any time institute 
Investigations on its own Motion particularly in cases of Potential Fraud. 

2. Notice of Investigation. The Department Secretary shall serve its Notice of 
Investigation upon the person or organization being investigated or having a 
direct interest or concern in the matter under Investigation and shall designate 
the time and place for the Investigation. 

C. Record of Proceedinm. 

1. Official Record. The State Agency shall make the only official recording of 
such Proceeding. 

2. Copies shall be provided. The State Agency upon request shall provide copies 
of the official recording. 

D. Hearings. 

1. Who shall conduct. The Hearing for the purpose of taking evidence shall be 
conducted be the Department Secretary's designated Hearing Officer. 

2. Nature of Hearing. The Hearing shall be open to the public, unless requested 
by the Parties to the Proceedings or otherwise provided by the rules or 
ordered, for good cause, by the Department Secretary or Hearing Officer. 

3. Duty of Hearing Officer. It shall be the duty of the Hearing Oficer to inquire 
filly into all matters at issue to obtain a full and complete record and issue a 
ruling disposing of the matter before him. 

4. Powers of Hearing Officer. The Hearing Officer shall have the authority, 
subject to the rules, to: 

a. Give notice concerning the Hearing. 

b. Administer oaths or affirmations. 

c. Take or cause depositions to be taken whenever the ends of justice would 
be served thereby. 

d. Rule upon offers of proof and receive relevant evidence. 

e. Call, examine and cross-examine witnesses and introduce into the record 
documentary or other evidence. 
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f. Limit lines of questioning or testimony that are repetitive or irrelevant. 

g. Hold coderences for the settlement or simplification of the issues. 

h. Dispose of procedural requests, Motions or similar matters which shall be 
made part of the record of the Proceedings, and issue a Written Ruling or 
Order disposing of the matter. 

i. Request the Parties at anytime during the Hearing to state their respective 
positions concerning any issue in the Proceedings or theory in support 
thereof. 

j. Dispose of any other matter that normally and properly arises in the course 
of any Proceedings, and to take any other action authorized by the rules or 
by any other statute. 

5. Termination of Hearing Officer's Authority. The Hearing Officer's authority 
in each case will terminate either upon the submission of his Findings, 
Conclusions and Recommendations to the Department Secretary, or upon 
the certification of the record in the Proceeding to the Department Secretary, 
or when he shall have withdrawn from the Proceeding upon considering 
himself disqualified, or when he has been withdrawn by the Department 
Secretary for good cause shown. 

6. Disqualification of Hearing Officer. Upon approval of the Department 
Secretary, a Hearing Officer assigned by the Department Secretary to hold a 
Hearing and to make recommendations shall withdraw from a Proceeding at 
any time he deems himself disqualified, or he may be withdrawn by the 
Department Secretary, for good cause found, after timely affidavits alleging 
personal bias or other Disqualification have been filed and the matter has been 
heard by the Department Secretary. 

7. Substitution. A Hearing Officer may be substituted at any time for the 
Hearing Oficer previously presiding. 

8. Unavailability of Hearing Officer. In the event the Hearing Officer designated 
to conduct the Hearing becomes unavailable, the Department Secretary may 
designate another Hearing Officer for the purpose of further Hearing or 
issuance of a report and a recommendation on the record as made, or both. 

9. Motions. 

a. During Hearing. All Motions made during a Hearing shall be made a part 
of the record of the Proceedings. 
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b. Before or After Hearing. 

i. Form; Contents. All Motions other than those made during a Hearing 
shall be made in writing to the Department Secretary or Hearing 
Offcer, and shall briefly state the relief sought and shall be 
accompanied by affidavits setting forth the grounds upon which they 
are based. 

ii. Service of Motions. The moving Party shall serve a copy of all Motion 
papers on all other Parties and shall, within three (3) working days 
thereafter, file with the State Agency the original with proof of service. 

iii. Answering Affidavits. Answering &davits, if any, shall be served on 
all Parties and the original thereof, together with proof of service, shall 
be filed with the State Agency within five (5) working days after 
service of the Motion Papers. 

iv. Ruling. The Department Secretary may rule upon Motions filed with 
the Department Secretary or it may refer the ruling of the Motions to 
the Hearing Officer. 

v. Argument; Testimony. The Hearing Officer may decide to hear oral 
argument or testimony thereon, in which case the Department 
Secretary shall notify the Parties of such fact and of the time and place 
of such argument or for the taking of such testimony. 

vi. Review. Unless expressly authorized by the Department Secretary, 
rulings of a Hearing Officer on Motions shall not be appealed directly 
to the Department Secretary, but shall be considered by the 
Department Secretary when it considers such exceptions to the report 
and recommendations of the Hearing Offker as may be filed. 

10. Witness. All witnesses shall appear in person and shall be examined under 
oath or affirmation. 

1 1. Depositions. 

a. Written Application. Upon Application and for good cause shown, the 
Department Secretary or Hearing Officer may permit the Parties to take 
Deposition upon oral examination or written interrogatories in the manner 
consistent with the Commonwealth Court's Rules of Civil Procedure. 

b. Filing of Copy. A copy of the Deposition or interrogatories shall be filed 
with the Department Secretary or Hearing Officer. 
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12. Rules of Evidence. 

Technical Rules. In any Proceeding, the Department Secretary or 
Hearing Officer shall be guided by, but need not conform to technical 
Rules of Evidence. 

Irrelevant, Immaterial, Repetitious Evidence. All irrelevant, immaterial or 
unduly repetitious evidence shall be excluded. 

Documentary Evidence. Documentary evidence may be received in the 
form of copies or excerpts, if the original is not readily available; 
provided that upon request the Parties shall be given an opportunity to 
compare the copy with the original. 

Cross Examination. Each Party shall have the right to conduct such cross 
examination as may be required for a full and true disclosure of the facts 
and shall have the right to submit rebuttal evidence. 

13. Contemptuous Conduct. 

a. Grounds for Exclusion. Contemptuous Conduct at any Hearing shall be 
grounds for exclusion from the Hearing. 

b. Refusal of Witness to Answer. The refusal of a witness at any such 
Hearing to answer any question which has been ruled to be proper may, in 
the discretion of the Department Secretary or Hearing Officer, be 
grounds for striking all testimony previously given by such witness on 
related matters. 

14. Retention of Documents by the State Agency. All documents filed with or 
presented to the Hearing Officer shall be retained in the files of the State 
Agency. 

15. Substitution of Parties. Upon Motion and for good cause shown, the State 
Agency may order substitution of Parties, except that in the case of death of a 
Party, substitution may be ordered without the filing of a Motion. 

16. Consolidation of Proceedings. The State Agency, upon its own initiative or 
upon Motion, may consolidate for Hearing or for other purposes, or may 
contemporaneously consider two (2) or more Proceedings which involve 
substantially the same Parties or issues if it finds that such consolidation of 
Proceedings or contemporaneous consideration will be conducive to the 
proper dispatch of its business and to the ends of justice and will not unduly 
delay the Proceedings. 
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17. Stipulation of Fact. 

a. Agreed Statement of Facts. In any Proceeding, an agreed statement of 
facts may be introduced into the record with respect to any issue. 

b. Acceptance of Agreed Statement of Facts. The Department Secretary or 
Hearing Officer without a Hearing may accept an agreed statement of 
facts. 

c. Waiver of Hearing. The Parties to an Agreed Statement of Facts may 
agree to a waiver of a Hearing. 

18. Burden of Proof. The Charging Party, in asserting a violation of the Manual 
of Operations, the Nutrition Assistance Program Rules and Regulations, the 
Memorandum of Understanding, or other applicable statutes, shall have the 
burden of proving the allegations by a preponderance of the evidence. 

19. Argument; Briefs; Proposed Findings. 

a. Oral Argument. Any Party shall be entitled, upon request made before the 
close of the Hearing, to present oral argument. 

b. Briefs; Proposed Findings. Any Party shall be entitled, upon request 
made before the close of the Hearing, to file a Brief or Proposed Findings 
of facts and Conclusions of Law, or both, with the Hearing Officer, but not 
in excess of ten (10) working days from the close of the Hearing. 

c. Direction of Argument; Briefs; Proposed Findings. The Hearing Officer 
may direct oral argument or the filing of Briefs or Proposed Findings of 
facts, Conclusion of Law, or both, when he deems the submission of 
Briefs or Proposed Findings, or both, is warranted by the nature of the 
Proceeding or the particular issues therein. 

20. Decision of Hearing Officer. 

a. Submission of Recommendations. The Hearing Officer shall prepare a 
report setting forth his Findings of Facts, Conclusions, and the reasons 
therefor, and a tentative or Proposed Order and submit the same to the 
Department Secretary. The Hearing Officer shall have five (5) workdays 
from the final adjournment of the Hearing to issue a tentative or Proposed 
Order. Such tentative or Proposed Order shall be in force and effect until 
modified, reversed, or remanded by the Department Secretary who shall 
have five (5) workdays to review the Order. Unless modified, overruled, 
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or remanded, the Order shall become final at the expiration of the 5-Day 
Review Period. 

b. Service of Hearing Officer's Order. The Hearing Officer shall cause a 
copy of his Order to be served upon all Parties to the Proceedings within 
five (5) days of the date the Hearing Officer's Order becomes final. 

21. Decisions and Recommendations of the Department Secretary. 

a. Service. All opinions or recommendations entered by the Department 
Secretary in a Proceeding shall be served upon the Parties or persons 
participating in the Proceeding by regular mail or personal delivery by the 
Department Secretary and may be released for general publication. 

b. Inspections; Copies. Copies of such published material shall be available 
for public inspection at the Office of the Secretary, Department of 
Community and Cultural Affairs. 
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EXHIBIT D 
-. 

Disaster Procedures. 

I. DISASTER DESIGNATION 

A. assess in^ Geographical Limits. The State Agency shall coordinate with the 
Commonwealth of the Northern Mariana Islands Disaster Control Office in 
identifling areas damaged and affected by the Disaster as quickly as possible. 

B. Governor's Concurrence. The State Agency shall then request concurrence from 
the Governor's Office with regard to the island(s) in the Commonwealth of the 
Northern Mariana Islands designated as a Disaster Area. 

C. Request to Food and Nutrition Service. Upon obtaining the Governor's 
concurrence as to the islands affected by the Disaster, the State Agency shall 
prepare the request for Food and Nutrition Service Approval with assistance from 
the Commonwealth of the Northern Mariana Islands Food Service Office, which 
shall be conveyed by telephone to Western Regional Office and later confirmed in 
writing. The request shall cite the following information: 

1. Household Distribution. 

a. The Type of Disaster or Emergency Situation. 

b. The Number of Households Affected. 

c. The Anticipated Distribution Period. 

d. The Method of Distribution Available; and 

e. The Quantity and Types of Foods Needed for Distribution. The State 
Agency shall work closely with the Commonwealth of the Northern 
Mariana Islands Food Service Office in preparing this portion of the 
Application. 

2. Group Feeding. 

a. The Type of Situation Requiring Emergency Group Feeding; 

b. The Number of Persons Requiring Meals; 

c. The Anticipated Distribution Period; 

d. The Quantity and Types of Foods needed for Group Feeding; 
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e. The Method of Feeding (organization and facility); and 

f. The Disaster Relief Agency Involved. 

D. Food and Nutrition Service Approval or Denial. If Food and Nutrition Service 
denies the request, the State Agency shall resubmit the request if it has additional 
information to substantiate the request and obtain a more favorable decision. If 
the Request for Disaster Designation is approved by Food and Nutrition Service, 
the State Agency shall apply the Disaster Certification Procedures described 
below. 

11. DISASTER CERTIFICATION PROCEDURES 

A. State Anencv Instructions to Certification Unit Personnel. The State Agency 
shall instruct its Certification Unit Personnel of the following: 

1. Period of Emergency Food Assistance when Disaster Certification Procedures 
will be in effect. This period shall be for either a one-half (112) month or one 
(1) month. The Authorization for an initial Disaster Assistance Period shall 
not exceed one (1) month. 

2. Period for Processing Disaster Applications. This period may be less than the 
Disaster Assistance Period but it may not exceed the Disaster Assistance 
Period. The State Agency may apply for an extension of either or both of 
these periods. 

3. Disaster Relief Agency. The State Agency will identifjr the Food and 
Nutrition Service authorized Disaster Relief Agency(ies) and specify the 
hc t ions  which it will perform in connection with Certification or Food 
Distribution. 

B. Liaison. If the affected area is declared a Major Disaster by the President, the 
State Agency shall cooperate with the Federal Coordinating Officer (FCO) of the 
Federal Emergency Management Agency (FEMA) and the Commonwealth of the 
Northern Mariana Islands Disaster Control Officer. Initial planning shall include 
the location of Certification Services at any Federal Emergency Management 
Agency One Step Centers that are established. 

C. Eligibility for Temporary Food Assistance. 

1. Gross Income Limits. A Household with an annual gross income equal to or 
more than four (4) times the Nutrition Assistance Program Gross Income 
Eligibility Standards for Households its size will not be eligible for temporary 
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Food Assistance. The gross annual income will be based on either its past or 
current tax year. 

2. Shared Living Accommodations. Because of the effect a Disaster may have 
on living accommodations, it is common that more than one (1) Food Stamp 
Household share the same shelter. Applicant Groups or individuals sharing 
common living quarters but applying separately shall be certified as separate 
Households under these Procedures when: 

a. The Household resided at the time of the Disaster withii the geographical 
limits of the area authorized for Disaster Procedures. A Household 
residing in a shelter that is providing all its meals will not be eligible for 
temporary Food Assistance. 

b. The Household is responsible for the purchasing of food to prepare meals 
for home consumption and is not being provided all of its meals fkom a 
Disaster Relief Organization or a shelter. 

3. Income Eligibility. A Household whose monthly income after a reduction, 
termination or diversion of income as a result of the Disaster is less than or 
equal to the Monthly Gross Income Limit for the Household's size shall meet 
the Income Eligibility Requirement of the Program. Reduction in or 
termination of income means an interruption of earnings or other income as a 
direct result of the Disaster. For example, the Disaster has caused the place of 
employment to close, a reduction of workdays, an inaccessibility to work 
location, or a loss of or destruction of paychecks or other income negotiable 
instruments. Diversion of income means money spent for unusual expenses 
incurred as a result of a Disaster, such as money spent to replace or repair 
property damaged in a Disaster or for medical or funeral expenses or 
temporary housing expenses. 

4. Resources Eligibility. A Household whose accessible liquid resources is less 
than or equal to the Nutrition Assistance Program Resources Limit for the 
Household's size and circumstances shall meet the Resource Eligibility 
Requirement of the Program. Examples of inaccessible liquid resources 
include, but are not limited to, Savings Accounts in Financial Institutions 
which have been closed due to Disaster Conditions or other liquid resources 
that the Household is unable to reach. 

5. Non-Financial Eligibility Requirements. Non-Financial Eligibility 
Requirements are suspended during the period when Disaster Procedures are 
in effect. 
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D. Application Processing. 

Certifymg Agency. The State Agency shall determine the eligibility of each 
applicant for Emergency Food Assistance during a Disaster. Nutrition 
Assistance Program Certification Unit Personnel designated by the State 
Agency may determine eligibility of affected Households. A Disaster Relief 
Agency may determine the eligibility of Applicant Households. Any such 
Disaster Relief Agency must be designated by the State Agency and approved 
by Food and Nutrition Service. 

General Standards. 

a. The Application Process includes completing and filing a short form self- 
declaration Application Form, being interviewed, and providing limited 
verification as specified in paragraph 7 below. 

b. The State Agency shall act promptly on all Applications. The State 
Agency shall provide Eligible Households that complete the Emergency 
Assistance Application Process an opportunity to participate the same day 
unless restrictions such as curfews make it impossible for the State Agency 
to meet this standard. In those situations, Households determined eligible 
shall be provided an opportunity to participate no later than the close of 
the business of the day following the date the Application was filed. 

Application Form for Emergency Food Assistance. 

a. The Application for Emergency Food Assistance shall include: 

i. The name of the Head of Household and the members of the 
Household and the permanent and temporary address of the 
Household. 

ii. The total gross income of all Household Members received or 
anticipated to be received during the period which coincides with the 
period authorized by Food and Nutrition Service for Emergency Food 
Assistance and which is or will be accessible to the Household. 

iii. The total actual or estimated Disaster related expenses, provided the 
expense occurs or is expected to occur during the period authorized by 
Food and Nutrition Service for Emergency Food Assistance. 

iv. The total amount of liquid resources accessible to the Household at the 
time of Application. 
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v. A description in understandable terms and in prominent and boldface 
lettering of the Civil and Criminal Provisions and Penalties for 
Violations, and informing the Household of Post Disaster Reviews 
which will determine the correctness of Disaster Certifications. 

vi. The signature of an Adult Head of Household or its Authorized 
Representative attesting to the fact that the Household does reside in 
the Disaster Area, the Household is in need of immediate Food 
Assistance, the information on the Application Form is correct, and 
that this constitutes a general Release of Information Authorization for 
Post Disaster Reviews. An Authorized Representative shall be 
designated in writing by the Adult Head of Household or its 
Authorized Representative to act on behalf of the Household in 
making application for Emergency Food Assistance. 

vii. An Authorization Section for State Agency use showing the 
disposition of the Application. If approved, the Application shall 
indicate the beginning and ending dates of the Certification Period. 

b. The State Agency shall ensure that a supply of Application Forms for 
Emergency Food Assistance is available at all times. 

4. Filing an Application. Households must file an Application for Emergency 
Food Assistance by submitting the completed form to a Certification Site in 
person or through an Authorized Representative. The State Agency shall 
document the date the Application is received. Each Household has the right 
to file an Application Form the same day it contacts the Disaster Certification 
Site during the site's operating hours. In order to be processed under Disaster 
Procedures, the Household must file the Application during the period 
authorized by Food and Nutrition Service for Emergency Food Assistance. 

5. Household Cooperation. To determine eligibility, the Application must be 
completed and signed, the Adult Head of Household or its Authorized 
Representative must be interviewed, and certain information must be verified 
as required in paragraph 7 below. If the Household refuses to cooperate with 
the State Agency in completing this process, without good cause, the 
Application shall be denied at the time of refusal. 

6. Interviews. All Applications shall have an interview; the interview shall be 
conducted as an official discussion of Household circumstances. However, it 
shall be designed to quickly process the Application and not impede Disaster 
Operations. The interview may be conducted by Nutrition Assistance 
Program Certification Unit Personnel, as well as volunteers and other Non- 
State Agency Personnel designated by the State Agency. An Authorized 
Disaster Relief Agency Representative may conduct the interview. The 
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individual interviewed may be the Adult Head of Household or its 
Authorized Representative. The Household, if it wishes, may be 
accompanied to the interview by anyone of its choice. The Interviewer shall 
review the information that appears on the Application and resolve with the 
Household unclear or incomplete information. The Interviewer shall advise 
the Household of the disposition of its Application, its rights and 
responsibilities, when its Certification Period for Emergency Assistance ends, 
as well as advise the Household of the Ongoing Nutrition Assistance Program. 
If the Household also wishes to file an Application for the Ongoing Nutrition 
Assistance Program, the Interviewer shall advise the Household of the address 
and telephone number of the Nutrition Assistance Program Office. 

7. Verification. 

a. To expedite the certification for Emergency Food Assistance, the State 
Agency shall waive the verification required by the Ongoing Nutrition 
Assistance Program and use the Procedures specified herein. The 
Household's identity and residence at the time of the Disaster shall be 
verified. Examples of acceptable verification which the Household may 
provide include, but are not limited to, a Driver's License, Employment 
or School Identification Card, Commonwealth Voter Registration Card, 
Birth Certificate or Passport, and United States Social Security 
Number Card. In addition, Rent Receipts and Utility Bills may verify 
residence in the Disaster Area. The State Agency recognizes that some 
applicants may have lost all of their personal papers and it may be 
necessary to check sources such as Telephone Books, Village Homestead 
Subdivision Records or Village Directories to determine residence. 

b. The Household has the primary responsibility to provide documentary 
evidence to verifl its identity and residency. The State Agency may use a 
Collateral Contact as a source of verification only if the Household 
identity and residence cannot be verified in accordance with (a) above. 
Benefits, however, shall not be delayed beyond the delivery standards 
described in this section if the required verification cannot be obtained in a 
timely manner. 

111. DETERMINING HOUSEHOLD ELIGIBILITY 

A. Accounting Period. The eligibility of Households submitting an Application for 
Emergency Food Assistance shall be based on Household circumstances for a 
period coinciding with the length of time Food and Nutrition Service has 
authorized as the Food Distribution Period to meet the Emergency Food Needs of 
affected Households. For example, if Food and Nutrition Service authorizes the 
period beginning on the srn of February and ending the 5" of March for Disaster 
Food Distribution and a Household files an Application for Emergency Food 
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Assistance on the 10" of February, the Household's eligibility shall be determined 
by considering the Household's circumstances fiom the 5" of February to the 5" 
of March. 

B. Determinin~ Resources. Households applying for temporary Emergency 
Assistance shall have their eligibility determined by considering only liquid 
resources which are accessible to the Household at the time of Application. 

C. Determining Income. 

1. Anticipating Income. The State Agency shall take into account the actual 
income received or anticipated to be received by the Household during the 
Disaster Assistance Period authorized by Food and Nutrition Service. If the 
amount of income that will be received, or when it will be received, is 
uncertain, that portion of the Household's income that is uncertain shall not be 
counted by the State Agency. Household income shall mean all accessible 
income from whatever source as specified in the Ongoing Nutrition Assistance 
Program. 

Diversion of Income. The State Agency shall also allow Households a 
deduction for diversion of income for Disaster-caused expenses, provided the 
Household's loss or diversion of income occurs or is expected to occur during 
the period authorized by Food and Nutrition Service for Emergency Food 
Assistance. A diversion of income is money spent or anticipated to be spent 
by the Household for Disaster-related expenses incurred as a result of the 
Disaster. These types of expenses are those essentials to the Household's 
immediate welfare. The amount allowed must be paid or anticipated to be 
paid by the Household during the authorized period. Unusual expenses 
resulting fiom a Disaster shall include: 

a. The cost of replacing or repairing household goods, clothing and food 
which has been damaged or destroyed; 

b. The cost of replacing or repairing property which is essential to the 
employment or self-employment of a Household Member; 

c. The cost of Temporary Shelter when a Household is forced to leave its 
normal residence as a result of the Natural Disaster; and 

d. The cost of medical or funeral expenses for an individual who was a 
Household Member at the time the Disaster occurred. 

3. Reimbursements. Reimbursements from a person or organization outside of 
the Household to cover those expenses in paragraph 2 above shall be excluded 
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as income and counted as resources in the calendar month received unless 
specifically excluded from consideration as a resource by other Federal Laws. 

4. Benefits. Households who meet the Eligibility Criteria shall be provided one 
(1) month or one-half (112) month of the Food Distribution Guide Rate for its 
Household size, depending on the period authorized by Food and Nutrition 
Service for Emergency Food Assistance and food items available. The 
Commonwealth of the Northern Mariana Islands Food Service Office shall be 
directly responsible for the distribution, accountability and reporting of 
commodities utilized during Emergency Operations. 

D. Certification Period. 

1. The State Agency shall establish a definite period of time within which 
Households shall be eligible to receive Emergency Food Assistance. This 
period shall conform to the period authorized by Food and Nutrition Service 
for Emergency Food Assistance, either a one-half (112) or full month. For 
example, if Food and Nutrition Service declares the Disaster Assistance 
Period to be from the 2" of November to the 16' of November and a 
Household applies for temporaty Emergency Assistance on the 1 oth of 
November, the Household's Certification Period shall begin November 2"d 
and end November 1 6th. Emergency Food Assistance would be issued for a 
%-Month Period. 

2. No Emergency Foods shall be authorized or issued after the expiration of the 
Certification Period for which Food and Nutrition Service authorized such 
Emergency Food Assistance. However, if an Authorization Period is extended 
by Food and Nutrition Service beyond the original designation, Certified 
Households who have already received Emergency Foods shall be provided 
additional foods corresponding to the extended period if they still meet the 
Disaster Eligibility Criteria. A Household applying for Recertification must 
again submit an Application and be interviewed. At Recertification, the State 
Agency shall follow the same verification procedures specified in paragraph 
C.7 above. If an extension is granted, the State Agency shall issue a Press 
Release notifying Households that the Emergency Food Assistance Period has 
been extended. The Press Release shall advise Households of where they may 
apply for additional Emergency Foods and the date by which a Household 
must file an Application to receive extended benefits. 

E. Certification Notices. 

1. The Written Notification Requirements of the Ongoing Nutrition Assistance 
Program shall be waived. The State Agency shall orally advise Applicant 
Households of the disposition of the Application. If an Application is 
approved, the Household shall be advised of their Food Distribution Guide 
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Rate and the period the Food Benefits that are extended to cover. If the 
Application is denied, the State Agency shall explain the basis for the Denial. 

2. The State Agency shall issue Eligible Households an Identification Card 
marked with the wording "DISASTER" as proof of eligibility. The State 
Agency shall issue a new "DISASTER" Card during each separate occurrence 
of a Disaster. 

JV. OTHER RELATED ACTMTES 

A. Transition to the Ongoinn Nutrition Assistance Program. Households provided 
Emergency Food Assistance and which are subsequently determined eligible for 
the Ongoing Nutrition Assistance Program shall have their Nutrition Assistance 
Program Benefits adjusted. The State Agency shall calculate the benefits to be 
issued under the Ongoing Nutrition Assistance Program as follows: 

1. The number of days that overlap the Disaster Certification Period and the 
Certification Period for the Ongoing Nutrition Assistance Program shall be 
determined. 

2. The number of days determined in number 1 above shall be subtracted from 
the number of days in the month in which the Disaster Certification Period 
and the regular Certification period overlap. 

3. The amount of the Coupon Allotment to be issued under the Ongoing 
Nutrition Assistance Program shall be pro-rated over the number of days in 
the month of overlap to determine daily benefits. 

4. The daily benefits determined in number 3 above shall be multiplied by the 
nurnber of days determined in number 2 above. This amount shall be the 
Nutrition Assistance Program Benefits under the Ongoing Nutrition 
Assistance Program during the month of overlap. 

5. For example, a Household is certified for Emergency Food Assistance from 
April 26 through May 10. The same Household is eligible for the Ongoing 
Nutrition Assistance Program in May. May have thirty-one (31) days. There 
are ten (1 0) days of overlap between Emergency Food Assistance Period and 
Ongoing Nutrition Assistance Program Certification Period. The Nutrition 
Assistance Program Coupon Benefits for May, the month of overlap, for the 
Household shall be computed as followed: 

a. Amount of monthly Nutrition Assistance Program Coupon Benefits to the 
Household divided by 3 1 (days in May). 
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b. Daily benefit determined in step a above multiplied by 21 (3 1 - 10 = 2 1 
days). 

c. The product derived in step b above shall be the Household's regular 
Nutrition Assistance Program Benefits for May. 

B. Current Nutrition Assistance Program Participants. 

1. Households currently certified in the Ongoing Nutrition Assistance Program 
shall be automatically eligible for Emergency Food Assistance if they live 
within the designated Disaster Area but they shall be required to complete a 
Disaster Application Form for record-keeping purposes. 

2. Households certified under the Ongoing Nutrition Assistance Program who 
report changes as required during the Application Process for Emergency 
Food Assistance shall be referred to the Ongoing Nutrition Assistance 
Program. 

C. Controls to Minimize Duplicate Participation during Disasters. The State Agency 
shall incorporate the same system of identifying duplicate participants in the 
Ongoing Nutrition Assistance Program in its Disaster Certification Process. 

D. Reporting. 

1. The State Agency shall report on Form Food and Nutrition Service 292, 
Report of Commodity Distribution for Disaster Relief the total number of 
persons certified for Emergency Food Assistance and the Commonwealth of 
the Northern Mariana Islands Food Service Office shall report on Form Food 
and Nutrition Service 155, the amounts of commodities distributed for 
Disaster Relief. Both reports shall be submitted by the State Agency to 
Western Regional Office as soon as possible but no later than the forty-fifth 
(45') day following the designated Disaster Period. 

2. In addition, the Federal Coordinating Officer of the Federal Emergency 
Management Agency shall be provided a report, on an as needed basis, which 
includes the Estimated Emergency Food Assistance Cost, Number of 
Applicants Received and Number of Applications Approved. 

3. Additional information on Emergency Food Assistance and Participation shall 
be provided to Western Regional Office upon request. 

E. Monitoring and Post Audits. 
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1. The State Agency shall implement and maintain proper controls over the 
Certification of Disaster Victims for Emergency Food Assistance while 
Disaster Operations are in effect. 

a. Household information shall be maintained in an orderly fashion clearly 
documenting the Certification and Food Distribution Actions by the State 
Agency and the Commonwealth of the Northern Mariana Islands Food 
Service Ofice. 

b. State Agency Management shall closely monitor the Disaster Program, 
identifling problem areas for immediate Corrective Action. These 
include, but are not limited to, problems with crowd control, work flow, 
physical facilities, media information, and prevention of duplicate 
benefits. 

2. The State Agency Management Evaluation Unit shall conduct a Post 
Review of Disaster Certification Activities, selecting and reviewing ten- 
percent (1 0%) of Positive Case Actions and all Negative Cases. 

a. The universe for Active Cases shall include all Households who received 
Emergency Food Assistance. The review of Active Cases shall include a 
Case Record Review, an interview with the participant, verification of 
information and a determination of eligibility for Disaster Assistance. 

b. Negative Cases shall include all Households whose Application for 
Disaster Assistance was denied. The review shall include a Case Record 
Review, a Field Investigation if required, and an analysis of errors. 

c. The State Agency's Management Evaluation Unit shall conduct the 
described reviews. 

3. The State Agency shall utilize the Case Review information to formulate and 
implement Corrective Actions to improve Disaster Certification Procedures. 
The State Agency shall establish Claims against any Household that received 
more Emergency Food Assistance or Ongoing Nutrition Assistance Program 
Benefits during a month of overlap than it was entitled to receive. 
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EXHIBIT E 

ITEM 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

1 1 .  

12. 

13. 

14. 

EMERGENCY FOOD ASSISTANCE 

DISTRIBUTION GUIDE RATE 

COMMODITIES * PER PERSON MONTHLY 

Rice 10.0 lbs. 

Flour 2.0 lbs. 

Macaroni 1.0 lbs. 

Milk, Evap. 8.4 lbs. (1 0 cans) 

Butter 1 .O lb. 

Cheese 1.0 lb. 

Shortening 1.0 lb. 

Corn Syrup 1 .O lb. (1 bottle) 

Peanut Butter 1.0 lb. 

Egg Mix 1 .1 lb. (3 pkgs.) 

Meat 3.6 lbs. (2 cans) 

Vegetables 2.0 lbs. (2 cans) 

Fruits 3.6 lbs. (2 cans) 

Juice 6.2 lbs. (2 cans) 

* AS AVAILABLE 
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EXHIBIT F 
- - 

\ Eligibilimenefit Level Determination Illustration 

To determine eligibility for participation in the Program, the Eligibility Worker shall: 

1. Add the Gross Earned and Unearned Income of the Household. 
2. Compare the Total Gross Income fiom 1 above with the Income Guideline for the 

appropriate Household size. 
3. If eligible, deduct ten-percent (1 0%) fiom the Gross Earned Income of the 

Household to obtain the Adjusted Earned Income. 
4. Add the Unearned Income with the Adiusted Earned Income of the Household to 

obtain the Net Income. 
5. Multiply the Net Income by thirty percent (30%) and subtract the product from the 

amount for the appropriate Household size to obtain the Household monthly 
Nutrition Assistance Program Benefits. 

Example: 

Juan Malimanga is a Supplemental Security Income Recipient ($284 a month) and he 
heads a house of five (5). His wife Maria takes care of their sons Martin, 14, and Jose, 
10. And they have a daughter, Dolores, 19, who works for Duty Free Shoppers-Saipan 
earning three hundred dollars ($300) a month. There is no other income to the 
Household. 

Household Income 

Juan's Supplemental Security Income .................................................. $ 284 
Dolores' Duty Free Shoppers Income .................................................... - 300 
Household Gross Income ...................................................................... $ 584 

Maximum Income Limit for 5 Eligible Household Members is - $1,065 

Earned Income (Dolores) .......................................................................$ 300 
Less 10% Earned Income Deduction ...................................................... - 30 
Adjusted Earned Income ....................................................................... $ 270 
Plus Unearned Income ........................................................................... 284 
Household's Net Income ....................................................................... 554 
X 30% ................................................................................................... X 30% 

........................................................................... Purchase Requirement 166 
Allotment for 5 Eligible Household Members ................................. 525 

.................................................................... Less Purchase Requirement - 166 

Monthly Benefits to Juan Malimanga's Household ............................... $ 137 
f 
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Lommontoealtb of the Bortbern Nariana Belanbe 
. . , OFFICE OF THE GOVERNOR 

\ Division of Environmental Quality 
P.O. Box 501304 C.K., Saipan, MP 96950-1304 

Tels.: (670) 664-8500 I01 
Fax: (670) 664-8540 

PUBLIC NOTICE 

FACT SHEET REGARDING ILLEGAL CHLOROFLUOROCARBONS 

The Director of the Division of Environmental Quality, Office of the Governor,. 
would like to inform all CNMI government agencies and the public that it is 
illegal to import certain ozone-depleting substances (also known as 
chloroflurocarbons (CFCs)) into the Commonwealth of the Northern Mariana 
Islands. Pursuant to the authority of Subchapter VI of the federal Clean Air Act, 
42 U. S.C. 5s 767 1, et seq., the U. S. Environmental Protection Agency has 
promulgated regulations at 40 C.F.R. Part 82 that prohibit the importation and use 
of class I CFCs. The fact sheet published with this notice describes the specific 
ODSs that are banned the CNMI and explains the penalties for violating federal 
law. 

For hrther information regarding illegal ODSs, please contact Kevin Castro at 

Date: 'o/&/ 
~x ton io  I. Deleon Guerrero, Acting Director 
Division of Environmental Quality 
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f 2 
,+ The United States Environmental Protection Agency (EPA) administers regulations under Title ,+ 
5 VI of the Clean Air Act (CAA) that governs the importation and production of ozone depleting 5 
5 substances. The requirements are lengthy and complex. The key provisions that are relevant to 5 

t 

the CNMI are summarized below. 
5 
5 m a t  are ozone-depleting substances? 
5 
4 There are many ozone-depleting substances (ODSs) with various uses. The most common in the 
5 CNMI are R-1 1 and R-12 (known as Class I chlorofluorocarbons (CFCs) in the EPA regulations) 
5 and R-22 (known as Class II hydro chlorofluorocarbons (HCFCs) in the EPA regulations). A 
4 complete list of Class I and Class II ODSs is attached. 
5 
5 It Zs Illegal to import C h s  Z ODSs into the CNMI 
d 

CFC FACT SHEET 
&Ewp-.o. 

2 5 AS of January 1996, it has become illegal to import any Class I ozone-depleting substances into 
,+ the CNMI. These substances are typically used as refrigerants in freezers, 
5 residentialkommercial air conditioners, automobile, and bus air conditioners. Certain limited 

( 5 and specific exemptions apply for other uses, but only with the explicit approval of the EPA. No 
4 specific exemptions have been granted for these uses in the CNMI. 
4 

rVlrat Should You Do I/ You Have Prohibited ODSs? 5 
,+ 
,+ It is illegal to import and Class I ODSs into the CNMI under the Federal Clean Air Act (CAA) as 
,+ 4 of January 1,1996. Existing stockpiles of Class I ODSs may be used if they were produced 

andlor imported prior to January 1,1996. If you have Class I ODSs that were produced or 
5 imported after January 1, 1996 you should notify the CNMI Division of Environmental Quality 
,+ (DEQ) immediately. Failure to notifl DEQ or attempts to import Class I ODSs can result in 
$ severe penalties from EPA. Penalties can be as high as $27,500 for per violation each day of 
4 violation and, in some cases, includes imprisonment. P 
5 rVlo Shoald Z Contact? 
5 

DEQ: Please contact Kevin Castro or Norm Borja at (670) 664-8500 
5 
$ EPA: Please contact Marie Broadwell at (4 15) 744- 1 174 or Pat Young at (4 15) 744- 1594 
I 

This notice summarizes some of the requirements applicable to ODSs. Full text of the federal 
$ regulations is published in 40 C.F. R Part 82. This information is available on the website 

(- - 5 www.epa.gov/ozone/title6 or you may call 1-800-296-1996 (CFC Information Hot Line). 
!2 
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Class I Ozone Depleting Chemicals 

1 CFC-11 (CFCIJ 
rrichlorofluorornethane 
C. Code: 2903.41.0000 
UN: 1 01 7; CAS 7569-4 
liquid - drums (24 C. 74.5 F) 

R-11 Forane-1 1 
Arcton 11 Freon 11 
Chill-It X3 Frigen 11 
Halon 11 

essential use -medical 

Halon - 1301 (CF,Br) 
Bromotrifluoromethane 
C. Code: 2903.46.0000 
UN: 1009 
gas - cylinders (-58 C) 

CFG114 (G2F.W 
Dichlorotetrafluoroethane 
C.cOde: 2903.44.0010 
UN: ; CAS 76-142 
gas - cylinders (38 F) 

R-114; Freon 114 
Genetron 114 
Halon 242 

essential use - medical 

-13 
(=hlomtrifluoromethane 
C. Code: 2903.45.0000 
UN: 1022; CAS 7572-9 
gas - cylinders (-81 -5 C) 

R-13 Frigen 13 
508A Genetron 13 
Arcton 13 lsceon 13 
Freon 13 

CFC-tlZ (W2cL) 
Tetrachlorobdwcoethane 
C. Code: 2903.45.0000 
UN: ; CAS 76-12-0 
solidniquid above 77 F . 
CFGZ13 (C,F&) 
Pentachlorotrifluoropropane 
C. Code: 2903.45.0000 
UN: ; CAS 60-28554-3 

CFG216 (C,F&lJ 
Dichlorohexafiuoropropane 
C. Code: 2903.45.0000 
UN: ; CAS 425-60-98-5 

SFC-113 (C2F3C13) 
rrichlorotrifluoroethane 
:.Code: 2903.43.0000 
JN: ; CAS 76-1 3-1 
iquid - drums (48 C, 1 17.6 F) 

R-113 Fronsolve 
407A Genesohre 
Freon 113 - Halon 113 
Frigen 1 13 

Halon - 2402 (qF,BrJ 
Dibromotetrafluoroethane 
C. Code 2903.46.0000 
UN: 
liquid - drums 

Carbon Tetrachloride (CCI,) 
retrachlorornethane; Tetrachlorocarbon 
C. Code: 2903.14.0000 
UN: 1864; CAS 5623-5 
liquid - drums (76.5 C) 

M i r e s  (RbOO, 602,503) 
C. Code 3824.?l.OOOO 
R-500 UN: 2602; 

Gas - Cylinders (-28F) 
R-502 UN: 1973; 

Gas - cylinders (&OF) 
R-503 UN: 2599 

Gas - cylinders (-1 Z?F) 

CFC-211 (C,FQ) 
Heptachlorofluoropropane 
C. Code: 2903A5.0000 
UN: 

CFC-214 ((;F,ClJ . , 

Tetrachlorotetraflubropropane 
C. Code: 2903.45.0000 
UN: ; CAS 292-5531-0 

CFG217 (GFTCI) 
[Mono]chloroheptaRuoropropane 
C. Code: 2903.45.0000 
UN: ; CAS 301 -43-46-5 

i;. Code: 2903.420000 ( 

UN: 1028; CAS 75-71-8 , I 

gas - cylinders (-30 C, -26.6 F) I 
R-12 Freon 12 
Algofrene 12 Frigen 12 
Halon 12 RB-276 
G-12 

essential use - medical 

Halon - 1211 (CF,CIBr) 
Bromochlorodiiuoromethane 
C. Code: 2903.46.0000 
u f#: 1 974; CAS 353-59-3 
gas - cylinders (4 C) - - 
Methyl Chloroform (C2H3Ct,) 
-l,l,1 Trichlorethane (TCA) 
C, Code: 2903.19.6010 
UN: 2831; CAS 71556 
liquid - drums (74 C) 

Algylen Chlorylen 
Arothene Genklene 
Chlorothene NU Solvent 111 
Chlorothene VG Trichloran 

essential use - rockets 
: 

tC-11 5 ((;Fa) ik ..,,loro~"-- 
C. Code: 2903.44.0020 
UN: 1 020; CAS 76-153 
gas - cylinders (-39 C) 

% 

R-115 Frigen 115 
407C Genetron t 15 
Freon 1 15 K a b n  115 

CFC-111 (WQ) 
PentachloroRuoroethane 
C. Code: 2903.45.0000 
UN: ;GAS 35d563 
Solid 

CFC-212 (C,F&ld 
Hexachlwodifluoropropane 
C. Code: 2903.45.0000 
UN: ; CAS 7636699-3 

CFC-215 (&F5U,) 
Trichloropentafluoropropane 
C. Code: 2903.45.0000 
UN: ; CAS 281-0469-5 

Methyl Bromide (CH, Br) [Brornomethane); C. Code: 2903.30.1520; UN: 1062; CAS 74-83-9; 
gas - cylinders (4 C); Bromo-was; Dowfume; Haltax; Embafume; Halon 1001 ; Methegas; Terabol; Terr-o-gas 

i ~fdrobromofluorocarbons: HBCFCs; C. Code: 2903.49.9060; UN: ; Examples: CHFBr,: CHF,Br (HBFG2201); CH,FBr. GHF&,; 
-HF,Br,; GHF,Br,; &H,F,Br,: for complete list see 40 C.F.R Subpart A of Part 82. (Appendix x ). 
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Class II and Other Chemicals 

c hlorodifhoromethane I '  C. Code2903.49.9010 
UN: 101 8; CAS: 75-45-6 - 
gas- cylinders (-41 C) 
R-22 Flugene 22 
Aaton 22 Fonnacel S 22 
Forane 22 Freon 22 
Algofrene 22 Frigen 22 
Asahifron R-22 Genetron 22 
Chill-It X4 lsceon 22 
D 136 Korlron 22 
Daiflon 22 Solkane 22 
Dymel22 Taisoton 
1 

HCFC- 225ca (C,HF,CIa 
H CFC- 225cb (C3HF5CI) 
C, Code 2903.49.0000 
UN: CAS ca 422-56-0; cb 507-55-1 
liquid- D N ~ S  (54d129F) 

Asahiklin AK-225 

(Substitute for CFGI 13 as cleaning 
agent) 

HCFC-141 b (C2H3FC12) 
Dichlorofluoroethane 
C. Code: 2903.49.0000 
UN: 
liquid -drums & iso-tanks (90 f) 

Asa hiklin AK 141 b 
CB-046 Genesolv 20m,2004 
Dymel141 b Genetron 141b 
Flugene 141 b Korfron 141 b 
Friogas 141 b Moklspatto 
Forane 141 b Solkane 141 b 

SUM 141 b 
(solvent) 

HCFC- 123 (C3HF3C12) 
Dichlorotrifluoroethane 
C. Code: 2903.49.0000 
UN: 
gas - cylinders 
Asahiklin AK-123; 
Blitz Ill Halotron I 
FE 232 Suva 123 
Forane 123 Solkane 123 
Genetron 123 Vertrel423 
Genesob 123 

and can be used to d 

HFC- 134a (C&FJ 
retrafluoroethane 
UN: 31 59; CAS 81 1-97-2 
gas (-26C, -1 SF) cylinders 

R-134a 
Asahiklin AK-134a 
Forane 134a KLEA 1 34a 
ForrnacelZ4 - Suva 134a 
Genetron 134a 

HFC - l52a (qH,F9 
Difluoroethane 
UN: 1 030; CAS 75-37-6 
gas (-1 1 F) cylinders 

Genetmn 152a 

- 

HCFC- 142b (C2H3F2CI) , 

Chlorodifluoroethane 
C. Code: 2903.49.0000 
UN: 2517 
gas - Cylinders, iso-tan ks 

Asahiklin 142b; 
Daiflon 142b - Gerietron 142b 
Dyme1142b KorhPn 142b 
Forane 142b Solkane 142b 

Mixtures: Examples 

Gases 

m the reverse side: .'. 

Tetrafluoromethane (CFJ 
Carbon Tetrafluoride; Freon 14 
UN: 1982; Cas 75-73-0 
gas (-127C) Cylinders 

The following unregulated refrigerant gases and other chemicals are frequently imported 
isguise Class I chemicals as listed c 

R-14 
407B 
Freon -14 
Halocarbon 14 
Halon -14 -. 

-4 

1 43A 
Trifluoroethane 
UN: 2035 
gas - cylinder, iso-tanks 
Forane 143A 

-. 
Trichloroethylene (C2HCl,) 
UN: 1 71 0; CAS 79-01-6 
C-Code: 2903.22 ' 

liquid (87C) - drums 
Ethylene trichloride 

- 

Tetrachloroethylene (C2ClJ 
Perchioroethylene . 

liquid- drums (1 21 C) 
! 

UN: 1897; CAS 127-1 8-4 
used to manufacture fluorocarbons 

The remaining HCFCs in the following list are =rely imported except as part of blends: 

C. Code 2903.49.000 
HCFC-21, Dichlorofluoromethane; HCFC-31, Chlorofluoromethane; HCFC-123 
HCFC-124, Chlorotetrafluoroethane; HCFC-133a 

C. Code 2903.49.9060 
HCFC-121; HCFC-131; HCFG132b; HCFC-221; HCFC-222; HCFC-223; HCFC-224; HCFC-226; HCFC-231; 
HCFC-232; HCFC-233; HCFC-234; HCFG235; HCFC-241; HCFC-242; HCFC-243; HCFC-244; HCFC-251; 
HCFC-252; HCFC-253; HCFC-261; HCFC-262; HCFC-271 
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