
Is income within guidelines? 

Start

Does the client meet at least one of the following 

criteria on date of certification?

1. Participates in AHCCCS, TANF, SNAP, Section 8, 

or FDPIR 

2. Has a family member that participates in TANF

3. Has an infant or pregnant family member in their     

household  on AHCCCS  

No 

Yes 
Is proof of current 

participation in an 

adjunct program 

available? 

No Yes 

If proof of adjunctive eligibility table is not 

available on the day of certification, staff 

shall document “Part-No Proof” on the 

adjunctive eligibility section of income 

screen.  Staff shall continue with regular 

income screening and eligibility 

determination. 

Document “Part Proof” for the 

adjunct program(s) in the 

Adjunct Eligibility table of 

income screen for participating 

clients 

If it is an infant or pregnant 

client on AHCCCS or TANF,  

document “Family Proof” for 

other eligible family members.

Document amount of client’s 

verbal estimate of income 

Enter the appropriate income 

documentation code reflecting 

adjunctive eligibility in income 

section:

 AHCCCS/TANF/SNAP/

Section 8/Award letter

No  Yes 

Client not eligible

Provide copy of “Notice of 

Ineligibility” letter

Refer to other programs

Refer to other resources 

Client may apply again 

when proof of income 

documentation and/or 

proof of adjunct eligibility 

is available 

Is there proof of income being presented 

at this time? 

Yes No  

Can client bring proof 

later? (Does the 

documentation exist?)

Document amount of income in income 

section

Document what was seen as proof of 

income in income screen Client is income eligible, 

proceed with certification 

No  Yes 

Have AR sign the “No Proof Exists- ID/

Address/Income” income signature type 

in HANDS

Document “No Proof Exist/Zero Income 

Signature form” as proof of income

Document “Forgot Documentation” in 

HANDS

Have AR sign “Forgot Documentation - ID/

Address/Income” signature type in HANDS

Proceed with certification 

Give 1 month of FBs and 30 days to bring 

in proof of income 

Is proof of income received 

within 30 days? Yes 

No  

HANDS will auto-terminate the certification

Applicant may be recertified if appropriate 

documentation is brought in

Under no circumstances may a second, 

subsequent 30-day temporary Certification 

period be given

Verify income: Documents 

showing proof of 

participation in adjunct 

eligible programs may be 

used within 30

days as documentation of 

income.   

Is income within guidelines? Yes No  

Client is not eligible

Provide copy of “Notice of Ineligibility” letter

Refer to other programs  

Client may apply again when proof of 

income documentation and/or proof of 

adjunct eligibility is available 

Document amount of income in income 

section 

Document proof of income type that was seen 

Proceed with appointment 

Determining Income Eligibility 

Flowchart
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