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1.
Try to take corrective action as soon as you become aware that an error has occurred.




2.
Document your action in the case record, including:





(
verifying income or other factors for the months in question;





(
contacting the assistance unit regarding your method of correcting the error.




3.
Allow the assistance unit to participate in the recoupment process.  Listen to the unit's claims regarding any unusual expenses the unit might have which would reduce the unit's ability to repay at the Department's intended rate.

