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1.
Determine whether the error was caused by the Department, the assistance unit, or by a provider.  If the error was caused by the Department, skip to step 4.




2.
If the error was caused by the assistance unit, make a preliminary determination regarding whether the error was intentional or unintentional.  Consider such questions as:





(
Did the assistance unit fail to report a change affecting eligibility in a timely manner?





(
Did the unit report the change, but not within ten days?





(
Was the unit fully aware of its responsibilities?





(
Did the unit knowingly misinform the Department regarding information affecting eligibility?





(
Did the unit commit an illegal act, as described in policy?





(
Did the Department discover the error through its own efforts, such as by conducting a labor match, or did the assistance unit provide the information, but not within the required time period?





(
If the unit informed the department of a change later than the required ten days, did the unit have good cause for the delay in reporting, as described in policy?





(
How long did the error continue?





(
How much assistance was received erroneously?




3.
Do not regard good cause as an automatic reason to classify the error as unintentional, but consider the entire set of circumstances leading to the error.





(
Did the unit report the change to the Department immediately after the "good cause" circumstance ceased?





(
Could the unit have reported the change despite the "good cause" circumstance?
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4.
Once you have determined the cause of the error, compute the amount of the underpayment or overpayment, whichever exists, as described in the next subject.




5.
Review your findings with your supervisor regarding both the cause of the error and the computation of the underpayment or overpayment.

