
WORKER’S GUIDE TO THE APPEALS PROCESS 
For more details, see DHS Employees’ Manual I-E 

 

 
we make a difference. 

STAGE 1:  INTAKE 
Department of Human Services, Appeals Section General Questions:  (515) 281-8774 
1305 E Walnut, Fifth Floor FAX #:  (515) 281-4597 
Des Moines, IA  50319-0114 

 

Appeal filed 
at county 
office 

Worker mails 
appeal and Notice 
of Decision to 
Appeals Section 
within 24 hours 

Worker mails 
summary and 
supporting 
documentation 
within 10 days 

Appeals Section 
logs appeal and 
notifies appellant/ 
representative of 
receipt by letter 

Appeals Section 
determines 
whether a hearing 
will be granted 

If a hearing is 
granted, the 
ENTIRE appeal 
file is sent to DIA 
for scheduling 

 

♦ Appeals are to be date-stamped on the front of the form by the 
receiving county office. 

♦ If appeal was mailed in, attach the envelope to the request and send 
with appeal form. 

♦ Part II of form is to be filled in completely by worker. 
♦ Note on appeal form compressed work week, vacations, etc. 
♦ Mail appeal immediately. Do not hold appeal until the summary is 

complete. 

♦ Summaries are to be completed within 10 calendar days after appeal is 
filed. 

♦ If appeal is certified for hearing, mail your summary to DIA at the Lucas 
Bldg. 

♦ If available, include appeal number on summary and correspondence. 
♦ For recoupment appeals, make a copy of the 470-0464, mark 2 as 

Appeal Status, and forward to DIA Overpayment Recovery, 321 E 12th 
St, 3rd Floor. 

INTENTIONAL PROGRAM VIOLATIONS (IPVs) 
♦ When submitting an IPV referral, complete form 470-3035; BPA signature is required for processing.  
♦ If there is more than one referral per household, EACH REFERRAL MUST BE SUBMITTED SEPARATELY! 
♦ Attach copy of the 470-0464 to the referral; if no claim has been established, indicate why. 
♦ IMRU workers:  Be sure IM worker and worker number is listed on the Referral Form. 

 

 

 

STAGE 2:  HEARING 
Department of Inspections & Appeals General Questions:  (515) 281-6350 
Division of Administrative Hearings FAX #:  (515) 281-4477 
321 E 12th St, Third Floor 
Des Moines, IA  50319-0083 

 

DIA informs parties of 
time, place, method of 
hearing, and assigns ALJ 

Hearing is held, and ALJ 
issues a PROPOSED 
DECISION 

 

 

ENTIRE appeal file is 
returned to DHS Appeals 
Section 

 

♦ Remember, the ALJs are home-based; your summary may be faxed to DIA, but keep in mind it may not reach the ALJ before the hearing if it is 
faxed.  Be sure to send your summary within 10 days of when appeal was filed. 

♦ Copies of the summary and all documentation to be presented at the hearing must also be provided to the appellant and attorney or authorized 
representative before the hearing. 

♦ If you need to have a hearing rescheduled, contact the ALJ, whose telephone number is listed on the Notice of Hearing. 
 

 

 
we make a difference. 

STAGE 3:  FINAL DECISION 
Department of Human Services, Appeals Section General Questions:  (515) 281-5346 
1305 E Walnut, Fifth Floor FAX #:  (515) 281-4597 
Des Moines, IA  50319-0114 

 

The appellant or the Department may 
request review of the PROPOSED 
DECISION within 10 calendar days 

If no review is requested, 
or is untimely, a FINAL 
DECISION is issued 

Once a FINAL DECISION is 
issued, worker has 7 days to 
implement, if applicable 

 

The Department review 
request must go through 
the Appeals Advisory 
Committee 

 Director decides 
if review will be 
granted 

 ♦ If you believe the PROPOSED DECISION issued is incorrect, contact your supervisor 
immediately to request review through the Appeals Advisory Committee. 

♦ If the appeal is regarding a recoupment, you must notify DIA Overpayment Recovery when 
the FINAL DECISION is issued, so that collection efforts can be continued, if applicable. 

RC-0038 (Rev. 1/01) SEE BACK FOR STATUS INQUIRY INFORMATION!



STATUS INQUIRIES 

Once you have received a copy of the letter acknowledging the receipt of the appeal, 
you can find out what the status is by looking up the appeal on the Appeals Inquiry 
Screen.  To access this, log on to CICS.  Then, from a blank screen, type SSAI, and 
then the appeal number. 

EXAMPLE:  SSAI.97000000 

SSAI. 97000000 APPEALS INQUIRY UPDATE DATE 

NAME:  LAST FIRST MI BIRTHDATE 
ADDR1:   CASE NUMBER 
ADDR2:   SRS NUMBER 
ADDR3:  ZIP STATE ID 
REGION COUNTY WORKER SOC SEC NO 
CERTIFY TO DIA        1   FILING DATE 
PROGRAM(S)   AGENCY ACTION RESULTING IN HEARING 
   PRINCIPAL ISSUE IN HEARING 
   HEARING OFFICER        2 
   ACTUALLY HEARD 
SHOULD BE HEARD BY   REPRESENTATIVE OF CLAIMANT 

SCHEDULED        2    
RESCHEDULED        2 REASON        2  CLIENT RESCHEDULE DAYS 

   PROPOSED DECISION DATE        3 
   PROPOSED METHOD OF DISPOSITION    3 
   REVIEW REQUEST RSN DATE 
SHOULD BE WRITTEN BY   CLIENT REVIEW DAYS 
SHOULD BE MAILED BY   FINAL DECISION        4 
SHOULD BE FINAL BY   METHOD OF DISPOSITION        4 
DISQUALIFICATIONS:  NUMBER  0 EFFECTIVE DATE 

1 Look here to find out if an appeal has been forwarded (certified) to DIA. 

2 Look here to find out if an appeal has been scheduled.  If you have additional 
questions regarding scheduling, call 515-281-6350. 

3 Look here to find out if a Proposed Decision has been issued. 

4 Look here to find out if a Final Decision has been issued. 

If, for some reason, you cannot access the Appeals Inquiry Screens, ask your 
supervisor for assistance. 
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