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GENERAL LETTER NO. 7-B-69 
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SUBJECT: Employees’ Manual, Title 7, Chapter B, Application Processing, pages 
1, 6, and 7, revised. 

Summary 

Chapter 7-B is revised to: 

♦ Add information on when a home-based interview may be completed. 

♦ Add an application signed by telephonic signature does not need to be re-signed. 

Effective Date 

Upon receipt.  

Material Superseded 

This material replaces the following pages from Employees’ Manual, Title 7, Chapter B: 

Page Date 

1 December 19, 2014 
6, 7 October 12, 2012 

Additional Information 

Refer questions about this general letter to your area income maintenance 
administrator. 
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Overview 

To apply for Food Assistance, a household must file and complete an application, be 
interviewed, and verify certain information.  This chapter covers the mechanics of the 
application process, emergency service, and processing standards.  This chapter also 
provides information on authorized representatives, household reporting methods, and 
verification requirements.  

Filing a Food Assistance Application 
Legal reference: 7 CFR 273.2(a)-(c), 441 IAC 65.2(234) 

Anyone can apply for assistance from the Department of Human Services (DHS).  The 
application process starts when a person files a valid application in a DHS local office.  
A valid application has a name, address, and signature. 

Households can file an application at any DHS local office in Iowa.  Households can 
apply either in person, through the mail, by fax, or electronically.  Applications that are 
filed electronically or that are signed and then are faxed or are scanned and e-mailed 
do not have to be signed again.  This includes applications signed by telephonic 
signature through the Iowa Food Bank Association. 

Households can use the Financial Support Application, form 470-0462 or 470-0462(S), 
to apply for Food Assistance. 

Households shall use the Financial Support Application when at least one household 
member is applying for or getting FIP, Refugee Cash Assistance, or a related Medicaid 
program.   

Tell clients applying for FIP that the disadvantages and requirements of applying for 
cash assistance do not apply to Food Assistance.  Also inform households that getting 
Food Assistance benefits has no bearing on any other program’s time limits. 

To continue getting Food Assistance when the current certification period is about to 
end, a household must complete form 470-2881, Review/Recertification Eligibility 
Document (RRED), within 30 days after the end of the certification period. 
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Authorized Representative 
Legal reference: 7 CFR 273.2(n) 

Policy: 
A household may name an authorized representative:  

♦ When it completes the application for Food Assistance, or   
♦ At a later date.   

See 7-A, Authorized Representative. 

Interviews 
Legal reference: 7 CFR 273.2(e)(1) and (3), 273.12(a)(3), 273.21(g) 

Policy: 
All households must have an interview before being certified.  Schedule a telephone 
interview unless: 

♦ You determine that a face-to-face interview is appropriate, or 
♦ The household requests a face-to-face interview. 

Complete a home-based interview only upon request from the household when a 
hardship exists. 

Schedule all interviews so that eligible households receive Food Assistance within: 

♦ Seven days after they apply if identified as eligible for emergency service, or 
♦ 30 days after they apply. 

Procedure:   
Upon receipt of an application, attempt to contact the household by telephone.  If you 
are able to contact the household and the applicant agrees to do the interview 
immediately, do the phone interview at that time. 

If contact is not made with the client: 

♦ Leave the standard voicemail message at the telephone number provided. 

♦ Provide at least 24 hours advance notice of the scheduled interview.  Do not 
schedule an interview for the same day as the initial interview attempt. 

♦ Document the specific date and time of the scheduled interview. 

♦ The timeframe for interviews cannot exceed a two-hour window of time.  For 
example:  8 a.m. to 10 a.m. 

http://dhs.iowa.gov/sites/default/files/7-A.pdf
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If you are unable to leave a voicemail message, an appointment letter must be mailed 
within one business day. 

Comment:   
The interview is an official and confidential discussion of household circumstances.  The 
purpose of the interview is to obtain the details of the household’s situation so 
eligibility can be determined. 

The following sections explain: 

♦ Standard voicemail messages 
♦ How to conduct interviews 
♦ Voter registration procedures during the interview 
♦ Failure to attend the interview 

Standard Voicemail Messages 

There are two approved messages to leave on a household’s voicemail when 
scheduling an interview.  The messages differ depending on whether a household 
qualifies for emergency services.  

Non-Emergency Applications 

“This is (worker name) with the Department of Human Services calling for (client 
name).  I need to do a phone interview for your Food Assistance/FIP application.  
Please call me at (worker phone number) as soon as possible.  If I don’t hear 
from you by (worker determines timeframe), I will call you on (day of the week) 
between (two-hour timeframe).  If I can’t reach you, your application may be 
denied.  If this time does not work for you, please call me immediately so we can 
reschedule.  Thank you.” 

REMEMBER:  When you call back for the scheduled interview, you must attempt the 
call twice (at least five minutes apart) and document before issuing a Notice of 
Missed Interview (NOMI) (522) for FA. 

Emergency (Use only if interview must be completed the same day to meet 
timeframes.) 

“This is (worker name) with the Department of Human Services calling for (client 
name).  I need to do a phone interview for your Food Assistance application.  
From the information on your application, it appears you may be eligible for 
Emergency Food Assistance.  Please call me back today by 3:30 p.m. at (worker 
phone number) to complete your interview.  If I don’t hear from you by 3:30 
p.m., I will call you on (the next business day) between (two-hour timeframe).  If 
I can’t reach you, your application may be denied.  If this time does not work for 
you, please call me immediately so we can reschedule.  Thank you.” 




