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PROCEDURE NOTE: 

This procedure manual (including any modifications) is prepared for informational 

purposes only. The purpose of this procedure manual is to provide support and guidance to 

the management and staff of the NYC/HRA Investigations, Revenue, and Enforcement 

Administration (IREA). Nothing in this manual is intended to create nor does it create any 

enforceable rights, remedies, entitlements, or obligations. IREA reserves its right to change 

or suspend any or all parts of this manual at any time. 

The following (or preceding) is intended to be a confidential document shared only with 

HRA employees handling investigation into IREA/BFI matters. The purpose of the 

aforementioned material is to facilitate the workflow and establish guidelines that can be 

applied fairly to all our clients. Be advised, that real life cases dictate the procession of 

investigations and it is expected that there will be reasonable deviations from the printed 

guidelines. Given the nature of the work performed by HRA, any two cases will not be 

identical. We have to be responsive to individuals who seek our services and take into 

account individual circumstances. Accordingly, the investigators under the supervision of 

the superiors may have to exercise discretion in order to ensure that proper determinations 

are made. Similarly, these guidelines do not prevent review of individual cases, limit 

discussion or predetermine the path of investigation.  

Copyright 2014, The City of New York, Department of Social Services. For permission to reproduce all 

or part of this material contact the New York City Human Resources Administration. 
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Audience 

This procedure is intended for Bureau of Fraud Investigation (BFI) staff. 

Purpose 

This procedure will assist employees in BFI to properly implement the Federal Intentional 

Program Violation (IPV) Match (Project 476).   

Background and Overview 

The Investigation, Revenue, and Enforcement Administration (IREA) receives the Federal IPV 

Match Report quarterly, which is compared to the Welfare Management System (WMS).  The 

cases are loaded into the Investigative Reporting Information System (IRIS).  The Supervisor 

assigns cases to the investigators for review and action.  The investigation is conducted and the 

disposition can be District Attorney (DA) Referral, Intentional Program Violation (IPV), 

Recoupment, Rebudgeting, Line Closing, or Case Closing. 

Initial Steps 

IREA Systems and the BFI Project 476 Supervisor receive the Federal IPV Match Report 

quarterly.  Systems loads the cases into the Active Federal IPV Clients Match HRA System.  

Systems will receive a call or get an email from BFI requesting the Federal Match IPV cases be 

uploaded into IRIS.  Systems will then log into the Active Federal IPV Clients Match HRA 

System and collect information showing active Federal IPV Match case information and active 

NY State IPV Match cases for both Cash Assistance (CA) and Supplemental Nutrition 

Assistance Program (SNAP) in the Electronic Data Warehouse (EDW) and load the cases into 

IRIS.  See Figures 1 and 2.  The Supervisor receives an email from Systems informing them that 

the cases are in IRIS.  The Supervisor will determine case assignment to the Investigators.   

Figure 1 – IPV Match Report Menu Screen 

These are the links that Systems uses to get the 

information which they upload into IRIS 
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Figure 2 – Active NY State IPV Client Match HRA System Screen 

Investigative Process 

After the cases are uploaded into IRIS, the Supervisor will check WMS Client Information 

Screen to confirm that the names and social security numbers (SSN) match, as well as to 

determine if the case is CA/SNAP or a SNAP-only case.  See Figure 3.   

Figure 3 – WMS Client Information Screen  

If the SSN and the name do not match, the Supervisor will cross off the line on the IRIS list and 

within three business days enter the disposition, “Rejected for Error” in IRIS.   

 
The Supervisor matches the client’s 

name with the client’s SSN  
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For the cases where the SSN and the name match, the Supervisor will have clerical staff prepare 

the case folders and return them to the Supervisor’s office.  The Supervisor or Designee will then 

print out the Electronic Disqualified Recipient System (eDRS) information which will be given 

to the Investigators.  The eDRS information consists of: 

 SSN  penalty length

 last name, first name, and middle initial  location code

 disqualification status  location name

 date of birth  state code

 gender  state information

 number of disqualifications  offense code

 decision date  offense description

 start date

The Supervisor will have an initial meeting with the Investigator to discuss the case assigned 

with the following: 

 case folders;

 eDRS information;

 link to the Federal IPV Match Report.

A. Initial clearances 

Project 476 Investigators search the Paperless Office System (POS) and the HRA 

One Viewer for documentation including a completed and signed Application/ 

Recertification (LDSS-4826) or Mail-in (FIA M-327h) form, which is submitted 

by the client during the disqualification period to be used as evidence.  The 

Investigator will also search WMS Case Composition–Suffix/Individual Summary 

– Screen 22 (Figure 4) and WMS Client Information (also known as “Screen

22X”) (Figure 5) for information that is considered evidence to substantiate a 

claim and to search for any overlapping cases.  Investigators must contact the 

jurisdiction in which the IPV occurred and request a copy of their IPV evidentiary 

packet. 
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Figure 4 – WMS Case Composition – Suffix/Individual Summary – Screen 22 

Figure 5 – WMS Client Information – Also Known As “Screen 22X” 

B. CA/SNAP or SNAP-only Applications, Recertifications, and Mail-ins 

The Investigator must review the benefits history against the client’s most recent 

CA/SNAP or SNAP-only application, recertification, and mail-in.  The 

Investigator must search for a completed and signed document in POS or HRA 

One Viewer.  However, the client may be currently listed as receiving benefits in 

New York City. 

The “AP” under “PA,” “MA,” and “FS” 

indicates that this client is applying for Cash 

Assistance, formerly known as Public 

Assistance, Medicaid, and SNAP, formerly 

known as Food Stamps. 
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If the Investigator does not find a completed and signed application, 

recertification, or mail-in in POS or HRA One Viewer and the client was 

receiving benefits in New York City before BFI received the Federal IPV Match 

Report, the client must be called in for an interview. 

C. Initial Meeting with Supervisor to Discuss Case 

Whether or not a completed application, recertification, or mail-in form is found 

in POS or HRA One Viewer, the Investigator must investigate the case and 

prepare a budget.  When the Investigator has the data necessary to prove the case 

and has completed a budget for the case, the Supervisor sends the Active Case 

with a Federal IPV (BFI-145A) form (Attachment 1) to the Investigator to 

schedule a meeting.  The case status and disposition is discussed and the evidence 

the Investigator has gathered is reviewed at the meeting.  

If the Investigator finds a completed application or recertification in POS or HRA 

One Viewer, but there is no signature page, the course of the investigation 

changes.  There is no substantial evidence that the client did anything wrong.  In 

this situation, the Investigator needs to determine if this case is considered an 

administrative overpayment or deferred recoupment and may result in a case line 

or entire case being closed.  If the case involves a single head of household and 

children, the case cannot be closed because you cannot deprive the children.  

However, the Case Head’s line can be closed.   

D. Call In Letter 

The SNAP Call In Letter (IREA-125) form (Attachment 2), is sent to individuals 

showing the date and time scheduled for them to come in for an interview and the 

reason they are being called.  For example, they were receiving benefits in New 

York City and at the same time were listed on the current quarterly Federal IPV 

Match Report received by BFI. 

E. Interview 

If the client comes in to meet with the Investigator as indicated on the call in 

letter, the investigator must ascertain whether or not the client had knowledge of 

her/his SNAP disqualification in another jurisdiction.  The investigator should 

inquire if the client received any evidentiary information (i.e., IPV packet, IPV 

hearing decision, Disqualification Notice) from the other jurisdiction. If none or 

incomplete, a second interview may be scheduled in order to provide such 

documentation.  The Investigator will give the client the opportunity to give a 

voluntary statement by having them complete the Voluntary Statement BFI-44 

form (Attachment 3).  The voluntary statement should include the client’s 

knowledge of the previous SNAP Disqualification.   Once the interview is 

concluded, the Investigator must complete the Report of Interview BFI-45 form 

(Attachment 4). 
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F. Referral for Criminal Prosecution 

When clients conceal their SNAP disqualification and complete an application, 

recertification, or mail-in recertification, they have committed a crime.  When BFI 

has the completed and signed application, recertification, or mail-in 

recertification, the Investigator must determine whether or not to refer the case for 

criminal prosecution.   

 is subject to change.  If the dollar amount of the fraud 

meets the criteria, the Investigator will complete the Investigator Affidavit BFI-

132R (Attachment 5) and Referral to District Attorney BFI-206a forms 

(Attachment 6), which will be sent to the Criminal Remedies Unit of the 

Prosecutions and Administrative Hearings Division for processing, upon 

completion of the investigation. 

If the Investigator is requested to consider a case for DA referral, the Investigator 

must reach out to the jurisdiction in which the prior IPV occurred and obtain a 

copy of the evidence that was presented in the prior IPV to prove the client’s 

knowledge of the prior judgment. 

G.        Referral for Intentional Program Violation 

An IPV is the penalty received from an Administrative Disqualification Hearing 

(ADH).  An IPV does not require a monetary claim whereas a DA does.  Thus, 

the burden of proof is lower with the IPV than with the DA (beyond a reasonable 

doubt).   

When the client failed to indicate on their application that they were disqualified 

from receiving benefits in another locality, the Investigator must consider 

referring the case for another ADH.  To request an ADH, the Investigator must 

complete the form Investigator Affidavit BFI-132R and the Intentional Program 

Violation Packet, which consists of forms: 

 Transmittal of Request for Administrative Disqualification Hearing DSS-

4422 (BFI-217) (Attachment 7)

 Legal Aid Society Listing BFI-109 (Attachment 8)

 Summary of IPV Activity and Exhibits BFI-107 (Attachment 9)

It is determined at an ADH whether a client committed an IPV.  A client that is 

not the “case head” cannot be charged with an IPV unless their signature is on the 

application. 
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If the Investigator is requested to consider a case for IPV referral, the Investigator 

must also reach out to the jurisdiction in which the prior IPV occurred and obtain 

a copy of the evidence that was presented in the prior IPV to prove the client’s 

knowledge of their prior judgment. 

H. Referral for Rebudgeting, Recoupment, or Civil Litigation 

In instances where there is no possibility of obtaining a DA Referral or an IPV, 

the overpayment amount can be recovered through a recoupment.   

I. Case Disposition 

After the investigation is completed, the Investigator must enter a case disposition 

in IRIS.  See Figure 7.  Once the disposition is entered, s/he also must complete 

the Report of Investigation BFI-21B form (Attachment 10), which is created in 

IRIS.  The report will include the Investigator’s findings and the outcome of the 

case (DA referral, IPV referral, recoupment, case closing).  The Report of 

Investigation BFI-21B form is given to the Supervisor who will review it. 

If the Supervisor feels the report needs correction or adjustment, it will be 

returned to the Investigator for correction.  Once the Investigator completes the 

correction, it is returned to the Supervisor for approval.  After the Report of 

Investigation BFI-21B form is approved, the case disposition is entered into IRIS. 
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Attachment 1 

Active Case with a Federal IPV (BFI-145A) 
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Attachment 2 

SNAP Call in Letter (IREA-125) 
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Attachment 3 

Voluntary Statement (BFI-44) 
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Attachment 4 

Report of Interview (BFI-45) 
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Attachment 5 

Investigator Affidavit (BFI-132R) 
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Attachment 6 

Referral to District Attorney (BFI-206a) 
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Attachment 7 

Transmittal of Request for Administrative Disqualification Hearing (DSS-4422) 
 

BFI-217 (E)  10/1/2014 

TRANSMITTAL OF REQUEST FOR ADMINISTRATIVE DISQUALIFICATION HEARING 

To: NYS Office of Temporary 
and Disability Assistance 
ADH Unit, P.O. Box 1910 
Albany, New York 12201-1910 

From:  NYC HRA – Investigation Revenue and Enforcement Administration (IREA) 

Date received by P&AHD (Month/Day/Year):   1/1/2000 

BFI                                                                            

BEV                                                                           

Case Name (Last, First): [Last Name], [First Name] Date of Birth:       /       /       

Address: [Street], [Apt #] Gender: Male  or Female  

 [City], [State]  [Zip code] Social Security #:       -       -       

Telephone #: (     )       -        Case #:                               

Client’s County Residence:                                              JC # / SC #                                  

If client has prior IPVs indicate the number for each program:     CA–Safety Net      CA–Family Assistance     SNAP 

If other individual(s) charged in IPV, please provide the following information: 

 (Note: Joint cases must be submitted with a separate transmittal sheet and 1 copy of the packet per individual). 

 

Name (Last, First): [Last Name], [First Name] Social Security #:                                           

Name (Last, First): [Last Name], [First Name] Social Security #:                                           
 

Is this case currently active?  Yes  No  If no, please indicate closing date:                                    

How was address verified? (ie: Postal, DMV, Home Visit)                                                                                 

This Intentional Program Violation is based on the following action – Please indicate the applicable box(es): 

DUPLICATE 
BENEFITS 

UNDECLARED 
INCOME 

UNDECLARED 
RESOURCES 

FALSE APPLICATION 
INFORMATION 

UNREPORTED HOUSEHOLD 
COMPOSITION CHANGES 

OTHER 

 CA – Safety Net 
(180) 

 CA – Family 
Assistance 

(180) 
 SNAP (430) 

 CA – Safety Net 
(181) 

 CA – Family 
Assistance (181) 

 SNAP (431) 

 CA – Safety Net 
(182) 

 CA – Family 
Assistance (182) 

 SNAP (432) 

 CA – Safety Net (183) 
 CA – Family Assistance 

(183) 
 SNAP (433) 

 CA – Safety Net (184) 
 CA – Family Assistance (184) 

 SNAP (434) 

 CA – Safety Net 
(185) 

 CA – Family 
Assistance 

(185) 
 SNAP (435) 

(Including 
Trafficking) 

IPV Claim Amount: 

SNAP/FS -       Fraud Period (MM/DD/YYYY):       to       

Cash Assistance/PA -       Fraud Period (MM/DD/YYYY):       to       

Misuse of EBT Card -       Trafficking Period (MM/DD/YYYY):       to       

Application/Recertification Dates (MM/DD/YYYY):                                                                  

Length of Penalty:  

Number of Months:  SNAP (including Trafficking):                   Cash Assistance (CA)                    
 

Assigned Investigator (First & Last Name): [First Name] [Last Name] Telephone #: (     )       -       
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TO BE COMPLETED BY NYS/DSS 

CATEGORY 
 

                   

SUB-CAT 
 

                   

ACTION 
INAD 

                   

ISSUE #1 
 

                   

ISSUE #2 
 

                   

FAIR HEARING 
NUMBER 

                   

DATE ENTERED 
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Attachment 8 

Legal Aid Society Listing (BFI-109) 
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Attachment 9 

Summary of IPV Activity and Exhibits (BFI-107)  
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Attachment 9 

Summary of IPV Activity and Exhibits (BFI-107)  
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Attachment 10 

Report of Investigation (BFI-21B) 

 

 

 




