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Changes in the Head of the Assistance Unit 





1.
Have the new head of household sign the application form.





2.
Determine if there are benefits left in the account.  If no, go to step #5.  If yes, go to step #3.





3.
Determine if the new head of household has the previous head of household's EBT card.  






(
If yes and he/she knows the PIN advise him/her to use the remaining benefits.  Then go to step #5.  






(
If yes and he/she does not know the PIN, have him/her select a new PIN and advise him/her to use the remaining benefits.  Then go to step #5.






(
If no, go to step # 4. 





4.
Issue a new card for the previous head of household and send it to the new head of household.  This will automatically deactivate the previous head of household's card.  Have the new head of household select a new PIN for the new card to allow the assistance unit to access to funds remaining in the existing EBT account.





5.
After the new head of household has used all of the benefits in the existing account, change the case name, issue a second new EBT card to the new head of household and have him or her select a new PIN for that second card. (Cross Reference: P-6535.07).

