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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. 

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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I.  AUDIENCE 

This procedure is intended for the Directors, Supervisors, Senior Fraud 

Investigators, Fraud Investigators, and Clerical support staff in the Investigation, 

Revenue, and Enforcement Administration (IREA) Bureau of Fraud Investigation  

(BFI) involved in the pursuit of individuals who may be improperly or illegally 

redeeming Cash Assistance (CA) benefits, Supplemental Nutrition Assistance 

program (SNAP) benefits, or both, outside New York City or New York State. 

II. BACKGROUND

The Human Resources Administration (HRA) oversees the provision of Cash

Assistance (CA) and Supplemental Nutrition Assistance Program (SNAP)

benefits to eligible individuals or families residing within the five boroughs of

New York City.  BFI examines complaints of fraud taking place in the CA and

SNAP Programs.

This procedure describes the BFI process to halt the improper or illegal

redemption of CA and SNAP benefits.

III. OVERVIEW

BFI Project 601 (CA-SNAP EBT Usage Out-of-State)

Every three months the New York State Office of Temporary and Disability

Assistance (OTDA) runs a data match entitled: “The Specialized Fraud Abuse

Reporting System (SFARS) Report.” The report is a list of CA and SNAP

program participants whose usage has come to the attention of Agency as a result

of six months or more of questionable patterns of Electronic Benefits Transfer

(EBT) account benefit redemption at a location outside of New York City, and in

some instances, outside New York State.

That list is then sent to IREA Systems who forwards the list to IREA’s

Management Analysis, Policy, and Data (MAPD) division for pre-validation of

the data before the list is sent to BFI.

After MAPD validates the data, they upload the case list into the Investigative

Reporting Information System (IRIS) used by BFI to process its investigative

cases.

MAPD reviews the data to ensure that:

 The case is still active and not scheduled to close until the following

month

 The participant is still using the benefits outside of New York City
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 The cases identified (“hits”) are not duplicates of current or recent “hits”

already generating investigations.
1

IV. INVESTIGATIVE STEPS

A.  Initial clearances 

When beginning Project 601 assignments the investigator should promptly review 

IRIS for ongoing investigations or previous allegations. Simultaneously, the 

investigator will access the participant’s Recertification Application (DSS-3174 

NYC) through the HRA One Viewer (“electronic case record” or elsewhere) to 

review verified household composition, a change of address, or other personal or 

case information affecting where the benefits are issued and used. The 

investigator will also determine whether such a change was disclosed to the 

Agency by the participant in accordance with the Agency’s eligibility 

requirements.  

Households that are found to have usage that violates the Agency’s rules and do 

not have exempting circumstances are assigned for investigation. The 

investigations may lead to an Intentional Program Violation (IPV) action, a 

recoupment action, or referral to the District Attorney’s office for their review and 

potential prosecution. 

The Welfare Management System (WMS) clearances and Resource File 

Integration (RFI) information for each Project 601 investigation should be printed 

out and added to the case file.  The WMS and RFI screens include: 

 WMS Case Menu Screen 22, Case Composition–Suffix/Individual

Summary (Figure 1).

 WMS Case Menu Screen 22X, Client Information (Figure 2).

 WMS Case Menu Screen 20, Budget Information (Figure 3).

 WMS Case Menu Screen 04, Case Action History (Figure 4).

 RFI screen 01 showing the most recent Wage Reporting System (WRS),

as well as RFI information (Figure 5).

1
 All “hits” are reviewed by BFI, including duplicated listings which may appear for a variety of reasons for 

the same individual or household. Duplicated “hits” will be referred to BFI for clearance and disposition. 
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Figure 1 – Case\Suffix\Individual Summary 

Figure 2 – Individual Client Information 
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Figure 3 – Budget History List 

Figure 4 – All Change Actions 
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Figure 5 – RFI Case List 

B.  Determination of Disposition 

The investigator must review the WMS and RFI information against the participant’s 

most recent applications or recertifications.  The current case information the participant 

provided to the agency along with the information obtained from collateral contacts and 

current agency records will determine the appropriate investigative disposition.  The 

investigator reviews the SFARS Report, WMS screens, HRA One Viewer, and Paperless 

Office System (POS) comments section to determine the following: 

 Current case or individual eligibility status.

 The address information reported by the participant.

 The history of issuance and redemption of CA or SNAP benefits over the last two

years.

 The location outside NYC where the benefits are being redeemed.

 Any information or extenuating circumstance reported by the participant that would

explain or exempt them from program rules mandating the redemption of benefits

within NYC (CA) or NYS (SNAP).
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After speaking with the parties listed above the investigators will complete BFI-45 

Report of Interview (Attachment 1) detailing the information obtained.  It is important 

for the investigators to carefully note the information provided in response to their 

questions as the responses may indicate current issues requiring deeper investigation or 

lead the investigation in new directions altogether. 

C.  The Interview 

After the initial phase of the investigation outlined in the preceding sections has yielded 

information, the participant will be sent two call-in letters; one to their WMS address of 

record and one to the out-of-state address being investigated. These letters will direct 

them to appear for an interview at BFI’s 250 Church Street location to verify their current 

residence and explain verbally (or in a written statement) the dual receipt of benefits or 

the possibly improper out-of-state usage of their public assistance benefits.  
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At the time of the interview the participant will be required to provide documentary proof 

of on-going residence within the City of New York for themselves, any other adults 

included in the household budget calculations, and any children listed on the case in 

WMS.  They will also be asked to explain the specific reasons and circumstances 

surrounding the out-of-state usage since their initial application or most recent 

recertification. 

(Note: Acceptable documentation cannot be older than 30 days prior to the 

interview date)  

Examples of acceptable documentation include but are not limited to: 

 Department of Motor Vehicles (DMV) issued Driver’s License, Non-Driver’s

Identification card, Passport, Department of Immigration and Naturalization

Services (INS) I-551 (Alien Registration card), or other government issued

identification containing a photograph.

 Clearly postmarked mail addressed to the participant at the WMS address of

record.

 Clearly postmarked mail addressed to each of the other adults counted in the

budget calculation at the WMS address of record.

 Letters from the school the children attend in NYC on official school

letterhead appropriately signed and dated.

 Letters from the landlord or management company responsible for the

building, apartment, or house listed on WMS as the household address.

 Mortgage, lease agreement, or rent receipts showing the address, participant’s

name, and a current date.

 Utility or other bills showing the participant’s name, address, and a current

date.

 In shared living situations, a letter from the primary tenant accompanied by a

current bill in the primary tenant’s name.

 Other verifiable documentation from an official source, e.g. government

office, banking institution, showing the participant’s name, address, and a

current date.

The investigators conducting the interview will make photocopies of the participant’s 

original documents and notify them that the case disposition will be sent by mail.  

D.  Post-Interview Supervisory Review and Case Disposition 

At the conclusion of the interview with the participant, the supervisor and investigator(s) 

will meet to discuss what was uncovered and how to proceed.  Among the documents 

BFI will review are: 

 The completed, signed, and dated application for new benefits or recertification of

recurring benefits.
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 Caseworker notes or history sheets retrieved from the HRA One Viewer or the 

Paperless Office System (POS). 

 

The application is the first place the participant should have indicated a change of address 

or living situation that lead to, or necessitates, out-of-state  usage of public assistance 

benefits.  The application will also indicate if a circumstance exempting the participant or 

the household from the rules prohibiting out-of-state usage exists. An example of such an 

exemption would be an adult who is the “payee” for the case, that is, the person who may 

not be part of the budget calculations but in whose name the benefits are sent for 

underage or incapacitated person(s). 

 

 

At any point in this process, information may be uncovered that can lead to other 

allegations.  The investigator(s) should ask probing questions, be highly attentive to the 

answers, the manner in which they are given, and be prepared to follow-up with new 

investigations if warranted.  In all cases where there is a possibility of a DA referral or 

IPV, the case should be discussed with the supervisor or manager and, if appropriate, 

with a member of the Prosecutions Unit. 

 

The participant’s failure to disclose a change of address or living situation on their 

application and during their interview that would lead to out-of-state usage of public 

assistance benefits constitutes a crime. In order to maximize the resources, time, and 

effort each investigation and subsequent prosecution takes, it is imperative that BFI and 

the District Attorney’s office allot their manpower effectively in order to obtain the 

greatest return for their efforts.   
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In cases where the DA declines to prosecute BFI may choose alternate processing 

paths such as: 

 An IPV referral leading to an Administrative Disqualification for the case 

 A deferred recoupment 

 Voluntary recovery (participant agrees to make restitution) 

 Civil litigation 

There are also instances when the fraud dollar amount under consideration may not 

meet the threshold , but the participant may have 

committed other offenses whose seriousness renders the case suitable for prosecution; 

the DA may choose to pursue those cases as well. 

 

 Entering a Final Disposition in IRIS 

 

When BFI has the completed, signed application or recertification form (in person mail-

in, or on-line) and case notes, the investigator should consider referring the case for 

criminal prosecution.  A Transmittal Request for Administrative Disqualification 

Hearing (Attachment 3) or BFI-206a Referral to the District Attorney (Attachment 4) 

will be sent to the BFI Prosecutions Unit for processing. 

 

Once the investigator finishes processing the case they must generate a BFI-21B Report 

of Investigation (Figure 8) in IRIS. The report will include the investigator’s findings 

and the outcome of the case. The Report of Investigation is given to the supervisor for 

review.  If the supervisor feels the report needs correction or adjustment, they will return 

it to the investigator for correction in IRIS.   

 

After the investigator completes the correction or adjustment, the report it is printed and 

returned to the supervisor for approval.  After the Report of Investigation is approved, it 

is placed in the case folder and the disposition is entered into IRIS by choosing from the 

Disposition drop down menu (Figure 7).  

 

The investigator signs off on the case in IRIS notifying the supervisor that the case is 

ready for review; the supervisor reviews the case and if there are no errors, signs off as 

well, finishing the case. 
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Attachments 

Attachment 1 – Report of Interview 
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Attachment 2 – Postal Clearance Request 
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Attachment 3 – Transmittal Request for  

Administrative Disqualification Hearing (IPV form) 
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Attachment 4 – 206a Referral to the District Attorney 

 

                                                                                 

 




