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1.
If the assistance unit is being issued a payment to correct an underpayment, create an underpayment BEG.  Upon approval of the underpayment BEG, the EMS system will issue notice #1020 to the household.   




2.
If the Department is taking recoupment action to correct an overpayment, notify the unit in writing at least 10 days prior to taking the action. 





(
For all active cases involving overpayment errors, initiate a Benefit Error Group (BEG) on EMS and have the BEG approved by the supervisor.  For all cases, except those cases involving Food Stamp administrative overpayment errors, EMS will automatically generate a demand letter (W-55) to the client when the BEG converts to "OP" status.





(
For all discontinued cases involving overpayment errors, initiate a Benefit Error Group (BEG) on EMS and have the supervisor approve the BEG.  For all cases, except those involving Food Stamp administrative overpayment errors, send the client form W-1384,






L-209, L-212, W-58, or W-59 as appropriate.





(
For active and discontinued cases involving Food Stamp administrative overpayment errors, send the client form W-1382, W-1382A, L-007,






L-008, L-015, or L-016 as appropriate.

