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SECTION 1:  INTRODUCTION  

OUR MISSION 

The mission of Virginia Department of Social Services is “To design and deliver high quality 

human services that help Virginians achieve safety, independence and overall well-being.”  

The Supplemental Nutrition Assistance Program Employment and Training, plays a vital role in 

this mission by providing a wide range of employment and training services. The Virginia 

Department of Social Services is state supervised and locally administered. VDSS partners with 

120 local departments of social services to promote the well-being of Virginia’s most vulnerable 

citizens to ensure they have the best services and benefits available to them.   

BACKGROUND 

The Supplemental Nutrition Assistance Program is a state-run federally supervised program by 

the Food and Nutrition Service, a branch of the United States Department of Agriculture. SNAP 

E&T is the only federal program designed solely to provide targeted employment and training 

resources to help extremely low-skilled, low-income, adults to achieve economic self-

sufficiency.  A  growing number of states have recognized the importance of using SNAP E&T to 

connect SNAP participants with meaningful education and training opportunities, enabling 

them to obtain industry recognized degrees and credentials with real value in the labor market.  

The program offers funding to States to provide a package of employment, training and related 

supportive services to SNAP participants, which States set forth in their annual SNAP E&T State 

plans. States have considerable flexibility to determine which SNAP participants to serve 

(including whether participation will be voluntary or mandatory), which specific services 

(components) to offer, and who will provide the services (the State and/or partners engaged by 

the State).  

The SNAP E&T program provides job search training, education, training, job retention, and 

work experience to SNAP recipients who are not receiving Temporary Assistance for Needy 

Families benefits. This program provides SNAP recipients with education and training 

opportunities that will lead to paid employment and increased independence.  

 

SECTION 2:  SNAP 50/50 VIRGINIA PROGRAM FOR FEDERAL REIMBURSEMENT 

Due to limited 100 percent funding, states have increasingly relied on the use of SNAP E&T 

50/50 funding to grow their programs. This funding stream allows States and their partners to 

use non-Federal funds to provide services and support to SNAP E&T participants and receive a 

50 percent reimbursement by USDA on those expenditures. A common way for a State to 

leverage SNAP E&T 50/50 funding is by partnering with third parties (e.g., community-based 
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organizations and community colleges) to deliver services. This is referred to as a “Third-Party 

Partnership.”  

These third-party partnerships can allow States to grow their programs, reach more SNAP 

participants, and improve their program outcomes by tapping into existing high quality 

providers that serve the community. Additionally, empowering partners to receive 50 percent 

reimbursement for services deemed appropriate for the SNAP E&T participants, would bolster 

their capacity and financial stability.  

This new opportunity represents a key strategy for Virginia to increase access to SNAP E&T 

services by working with state, local and private providers to identify and receive federal 

reimbursement dollars available for eligible investments in employment and training.  

 

FEDERAL FUNDING TYPES 

OVERVIEW 

 100 percent funding, which is provided to States annually through grants;  

 50/50 funding, which can be used to support administrative costs or participant 

reimbursements; and    

 Pledge funding, which is dedicated to State agencies that pledge to serve all at-risk 

ABAWDs in their last month of the three month time limit by placing them in a 

qualifying component.  

Note:  Federal SNAP E&T funding, including allowable cost and relevant cost principles, 
can be found in the SNAP E&T Toolkit, refer to Attachment 1:  Program Resources for 
more information. 

 

TYPES OF PARTNERSHIPS 

To be successful, it is vital to establish partnerships that offer an array of services and greatly 

demonstrate effective case planning and service delivery. Some examples of Service Providers 

and/or Community Partners include:  

 Philanthropic organizations 

 Public and private providers of vocational rehabilitation services; 

 Employment service organizations; 

 Mental health and substance abuse agencies. *However, participant may be deemed 

exempt from work registration if participating in drug or alcohol treatment or 

rehabilitation program; 

 Providers of care to domestic violence victims; 

 Adult education providers; 

 Community action agencies;  

 Faith-based groups.  



SNAP 50/50    Partner Handbook March 1, 2020 
 

 

The Division of Benefit Programs 

 

4 

PARTICIPANT REQUIREMENTS   

Program participants must meet the following criteria: 

 Must be in the receipt of SNAP benefits or deemed eligible for SNAP benefits;  

 Must not be receiving TANF benefits;    

 Must be able to work upon completion of assigned activity. 

Note:  Participation in SNAP E&T is voluntary.  

SERVICE PROVIDER REQUIREMENTS    

A service provider must adhere to the following criteria: 

 Must provide job readiness/skill training, education/training and/or other appropriate 

job preparation for SNAP enrolled recipients;  

 Must demonstrate ability to provide non-federal funds for proposed activities;  

 This is a reimbursement program for allowable expenses up to 50 percent of the total 

expenditures and reimbursements must be tied directly to the SNAP participant 

enrolled;  

 Must work in partnership with Local Department of Social Services agencies to increase 

referrals, collaborate on service offerings and build strategic partnerships to increase 

opportunities for SNAP recipients in the Commonwealth.  

Note:  Federal law allows for up to 90, but no less than 30 days of post-employment 
supportive services to help ensure SNAP E&T participants not only obtain employment 
but also maintain it.  

 

SECTION 3:  PROGRAM COMPONENTS 

The Service Provider should explore program components and ensure the most suitable 

activity, or combination; are assigned to the participant that will increase their ability to 

obtain sustainable employment. Participants assigned to program components must be 

monitored at periodic intervals for satisfactory progress by their case manager.   

EDUCATION  

This component provides educational programs or activities to improve basic skills, 

employability or job retention of participants. The Education component qualifies as a work 

program for maintaining SNAP eligibility for individuals who are subject to the work 

requirement.  

 Educational placement is based on an assessment that indicates placement is necessary 

to develop job readiness and that an educational deficit appears to be the primary 

barrier to employment.  



SNAP 50/50    Partner Handbook March 1, 2020 
 

 

The Division of Benefit Programs 

 

5 

 Educational programs to which participants may be assigned include, but are not limited 

to:  

a. Adult basic education;  

b. GED;  

c. Vocational education;  

d. Community college programs;  

e. Post-secondary education; 

f. Employment training and education programs.   

Participation in an education program is limited to the amount of time generally allowed for the 

completion of the curriculum.  During an individual's participation, attendance and progress 

must  be monitored and documented on an on-going basis (i.e., monthly and quarterly), that 

coincide with the institution’s semester grading period; to ensure that satisfactory progress, as 

defined by the institution, is being made. However, at a minimum, an evaluation may consist of 

documentation, such as a report card, showing the registrant’s grade(s). Participants who are 

not progressing satisfactorily may be assigned to another component that will more adequately 

move them toward employment.  

JOB SEARCH TRAINING & READINESS 

This component strives to enhance the job readiness of participants by providing job seeking 

techniques and methods to increase motivation and self-confidence. Participants receive job 

readiness to assist in obtaining and maintaining employment. Skills taught may involve training 

in career exploration and planning, work ethics, personal appearance, resume preparation, job 

search techniques, soft skills or other work-related activities.  

 Job Search Training includes activities that may consist of: 

a. Job skill assessments, 

b. Job finding clubs,  

c. Training in techniques for employability, 

d. Job placement services,  

e. Nutrition class, or 

f. Other direct training or support activities, including educational programs to expand 

the job search abilities or employability of the registrant. 

JOB RETENTION 

This component provides ongoing-support to participants (for up to 90 days), who have 

completed a qualified E&T component that resulted in secured employment. 

Skill & Trade Training 

The Training component provides training in a skill or trade that should improve the 

employability of participants and allow them to move directly into employment or into job 

retention.  Training services are allowed from 30 to 90 days after employment. 
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 Training programs to which participants may be referred include, but are not limited to:  

a. Computer classes;  

b. Vocational rehabilitation;  

c. Employment training and education programs. 

 Training placements must be based on an assessment that indicates training is 

necessary to improve the participants employability or job retention;  

 Participant must be monitored to ensure satisfactory progress, as defined by the training 

facility, is being made (i.e., attendance, etc.)   

Participation in training programs is limited to the amount of time generally allowed for the 

completion of the program. Participants who are not progressing satisfactorily may be assigned 

to another activity that will more adequately move them toward employment.  

WORK EXPERIENCE 

This work component is designed to improve the employability of participants through actual 

work experience and/or training and to enable them to move into regular employment. The 

primary focus of work experience is the development of good work habits, additional job skills, 

positive work attitudes, an understanding of the employee-employer relationship, and 

obtainment of a recent job reference. The Work Experience component qualifies as a work 

program for the purpose of maintaining SNAP eligibility for individuals who are subject to the 

work requirement.  

The timeframes are as follows:  

 The number of weeks of participation depends on the job site; 

 The amount of time used in traveling to/from the job site is not included when 

determining the number of hours the participant can work; 

 The participant cannot be required to be on a work site more than 120 hours per 

calendar month; 

 The total amount of time spent each month by a mandatory or voluntary participant in 

an SNAP E&T work program, combined with work for compensation, is unlimited.  

However, the State must provide Worker’s Compensation coverage for a maximum of 

120 hours a month. 

Participants assigned to this activity perform unpaid work and/or training within the public 

or private sector. The experience gained in this activity may improve the employability 

prospects of a participant who is not otherwise able to obtain employment.  

Note:  Work Experience participants can only be required to participate in unpaid 

work activities a specific amount of hours per month. These work hours are 

determined by the household monthly SNAP amount and divided by the minimum 
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state or federal wage (example:  family receives $150.00 month in food stamps 

divided by $7.25 = 20.70 work experience hours required).  

 

SECTION 4:  REFERRAL METHODS 

There are two referral methods used to refer a participant to the SNAP 50/50 services.  
 

Direct Referral - LDSS refers SNAP recipient  
 

DIRECT REFERRAL PROCESS FLOW 

 

 

Reverse Referral - Service Provider refers SNAP recipient 
 

REVERSE REFERRAL PROCESS FLOW 

 

 

 

LDSS completes and provides referral form to the Service Provider

LDSS verifies SNAP eligibility

LDSS identifies potential participant

VDSS notifies Service Provider of SNAP eligibility status

VDSS verifies SNAP eligibility

Service Provider requests verification of SNAP eligibility

Service Provider identifies potential participant
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SECTION 5:  ELIGIBILITY VERIFICATION 

All providers must verify participant SNAP eligibility prior to requesting reimbursement of 

participant expenses.   

VDSS is currently building a web-service platform which will perform eligibility verification 

between VDSS and our Third-party Providers via a data sharing platform.  We expect this web-

service to be operational no later than June 2020.  VDSS will provide appropriate training to 

partners when this system of verification is available. 

March 2020 – June 2020 

We have developed an interim, manual process to meet our requirements of eligibility 

verification. 

Third-party Providers will submit to VDSS via email SNAP50-50@dss.virginia.gov an Excel 

spreadsheet which contains the following information:  Please use Attachment 4: SNAP 

Eligibility Verification Form as a guide. 

 Client name 

 Last 4 numbers of the Social Security Number  

VDSS will determine eligibility and return the spreadsheet to Provider with “yes or no” listed for 

each participant. Please allow seven (7) business days for eligibility data to be returned to you. 

Participant SNAP eligibility verification must be done each month the participant is engaged in 

partner programs as SNAP eligibility can change. 

Providers are not required to submit the eligibility verification spreadsheet with billing invoices 

but should be retained for audit purposes and available at the request of VDSS. 

 

SECTION 6:  ENROLLMENT PROCESS 

INTAKE  

The Service Provider should complete an assessment with each participant to identify skills, 

goals, and employment barriers. At minimum, the intake must include: 

 An explanation that participation is voluntary; 

 Documentation that clearly indicates the individual understands their participation is 

voluntary and lack of participation will not negatively impact their SNAP benefits, unless 

they are defined as an ABAWD;    

 Allowable program component assigned to the participant.    

 

 

mailto:SNAP50-50@dss.virginia.gov
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ASSESSMENT  

The assessment should include the following identification and evaluation of the participant: 

 Plan of participation;    

 Recent work history; 

 Occupational skills;  

 Education and training; 

 Employment goals; 

 Other job related assets; 

 Barriers to employment;  

 Ability to read and write English;   

 Supportive services needed. 
 

PLAN OF PARTICIPATION  

We strongly encourage each Service Provider to have some form of written agreement (i.e., 

assessment, activity service plan, etc.). At minimum, each Service Provider must be able to 

document client participation, progress notes, and program outcomes via employment 

credential attainment or withdraw from the program. These records are subject to contract 

monitoring and may be requested during audits. The Office of Workforce Services can provide 

technical assistance to help Service Providers meet this requirement.  
 

SECTION 7:  SUPPORTIVE SERVICES 

Supportive Services may be provided to participants enrolled in the SNAP E&T program. Service 

Providers can be reimbursed at 50 percent for expenses that are reasonably necessary and 

directly related to participation in SNAP E&T. However, Services Providers are encouraged to 

explore alternatives to removing barriers if supportive services funds are limited (i.e., Local 

SNAP E&T agencies).  

 

DOCUMENTATION REQUIRED FOR REIMBURSEMENT 

If supportive services are used for a participant, documentation must be provided to support 

the service expense. Also, the following must be noted:     

 Participant case records must include a justification for each issuance; 

 Provide description of service rendered with invoice for payment;  

 Receipts must be available for review by VDSS and/or federal monitors. 

 

Note:  Reimbursement items must be pre-approved by the State outlined in the annual 
state plan and FNS guidelines. For further assistance, contact the Office of Workforce 
Services.  
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RESPONSIBILITY OF SERVICE PROVIDER 

The Service Provider is a case manager and must assist the participant in meeting the service 
need or through a referral to an outside agency.    
 
There are three categories of supportive services available to SNAP E&T participants:  
 

 Childcare - provided to enable a caretaker to participate in program components. If 

childcare service is needed for a client to participate, they should be referred to LDSS for 

further assistance.  

 Transportation - provided to enable participants to travel to and from authorized SNAP 

E&T activities. VDSS encourages Service Providers to provide local collaborative 

solutions to address transportation service needs and may leverage the 50/50 program 

to assist with the reimbursement of this expense.   

 Other Allowable Reimbursements - provided to ensure successful participation and 

program outcomes for SNAP E&T participants see Appendix D: Allowable E&T Participant 

Reimbursements.  

Note:  Other expenditures may be allowable. Please refer to LDSS agencies and/or FNS 

for further clarification and/or approval.  

 

SECTION 8:  RECORDS MANAGEMENT 

VDSS will review case files as part of the annual program and fiscal monitoring.  The Service 

Provider must monitor, document and keep comprehensive case files for all SNAP E&T 

participants assigned to program components. These case files may be in paper, electronic 

format, or a combination of both. The Service Provider may organize participant files according 

to their agency’s standards, but must contain the following information, at a minimum: 
 

PARTICIPANT FILE MAINTENANCE 

 Intake and assessment; 
 Release of information form; 
 Attendance sheet;  
 Participant’s progress; 
 Credentials obtained (if applicable);  
 Verification of employment (if applicable); 
 Any other relevant information including documentation of all supportive services. 

 
VDSS FILE MAINTENANCE   

The case files should contain information about the participant including: 
 The component in which the participant is engaged; 



SNAP 50/50    Partner Handbook March 1, 2020 
 

 

The Division of Benefit Programs 

 

11 

 The dates of participation in the attendance record;   
 Regular progress and any changes in the component;    
 Loss of contact with the participant and inability to assess progress, when unable to 

make contact with the participant. 
 

Note: If a participant exist the program for employment, they may be able to receive 

retention services from 30-90 days.  

 

 

SECTION 9:  FISCAL RESPONSIBILITY 

BUDGET 

The service provider must submit all budgets on VDSS approved budget forms with specific line 

items and calculations. Funds may not be moved within the budget without prior approval from 

VDSS.  A revised budget must be provided if changes are made. Budget and allocations are only 

approved after FNS certifies the annual SNAP E&T Program State Plan. The Service Provider 

must submit all budget or contract change requests as soon as possible to the Office of 

Workforce Services for review and final approval. 

 

FUNDING  

As previously stated, VDSS uses a third-party reimbursement model to fund the SNAP 50/50 

program. VDSS reimburses the Service Provider for 50 percent of all allowable expenses.  The 

Service Provider must: 

 Expend eligible non-federal funds of the cost of program operations, services, and 

participant reimbursements up front;  

 Submit bill to VDSS for reimbursement of all eligible costs. 

Example:  Service Provider administrative cost = $1,500.00  

                   Service Provider 50% reimbursement = $750.00  

Note:  Reimbursement is only provided if allowable activities are paid with non-federal 
funds that are not used to match other federal funds, refer to Appendix D:  Allowable 
E&T Participant Reimbursement. 

 

The 50 percent of costs which are not reimbursed are referred to as “local funds.”  Local funds 

are used to leverage 50 percent reimbursement, however funds expended on unallowable 

expenses may not be used to leverage reimbursement.  Local funds used to leverage 50 percent 

reimbursement must originate from a non-federal source, and are subject to additional 

requirements, refer to Attachment 1:  Program Resources for information.  If a Service Provider 

leverages donated funds for SNAP E&T reimbursement, the Service Provider must maintain a 
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list of all donations sorted by donor name.  The provider does not need to submit the list with 

the invoice; however, the list may be subject to review during monitoring visits.  

Note:  Federal funds lose their identity after reimbursement and can be used as local 
match. 

 
VERIFICATION OF ACTIVITIES  

The Service Provider must verify and collect documentation as evidence of client 

participation on a monthly basis. Please refer to the Appendix C:  Glossary of Terms for a 

list of program definitions.   

DUPLICATED SERVICES     

A duplicated service occurs when separate Service Providers deliver the same activity and/or 
service to a shared participant within the same calendar month. This is not the same as co-
enrollment, which occurs when separate service providers  share the same participant within the 
same calendar month, but each provide a different activity and/or service. 
 

Note: The Service Provider will not be reimbursed for duplicated service(s).  
 

INVOICE    

The invoice is completed monthly by the Service Provider and itemizes expenditures related to 

allowable services and activities provided to SNAP E&T participants.  
 

The Service Provider must submit the invoice to VDSS as follows: 

 Invoice and summary of back-up documents must be filled-out completely; 

 Invoice and summary of back-up documents totals must agree; 

 Invoice and summary of back-up documents must be received no later than fifteen (15) 

calendar days after the end of the month that is being invoiced; 

 Service Provider may send documents via US Mail or Email:  

Virginia Department of Social Services 

Office of Workforce Services, 9th Floor 

801 East Main Street 

Richmond, VA 23219-2901  

or email    

snap50-50@dss.virginia.gov  
 

VDSS will process the invoice as follows:   

 Submit payment to the Service Provider within thirty (30) business days of receipt of the 

invoice; 

mailto:snap50-50@dss.virginia.gov
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 Service Provider may receive payment via check or electronically;  

 To set-up account and receive electronic payment, please visit:  

https://www.doa.virginia.gov/forms/edi/REDI_Va_Procedure_Guide.pdf 
 

 To retrieve forms, please visit:  

https://www.doa.virginia.gov/forms.shtml#edi 
 

 

SECTION 10:  CONTRACT MONITORING 

The SNAP E&T Unit monitors will conduct an annual program monitoring review.  All Service 

Providers are subject to programmatic and fiscal monitoring requirements to ensure 

accountability of the delivery of all goods and services, as required under the Federal Single 

Audit Act. The monitors will review supporting documentation for selected invoices and 

expenditures to ensure they are allowable and allocable per the Cost Principles at §2 CFR 200.  

The Workforce Development Services Manager will notify the Service Provider thirty (30) days 

prior to the evaluation date, and provide copies of the forms that will need to be completed. In 

addition, a written report is sent to the Service Provider with the results of the visit including any 

“Findings” and what “Corrective Actions” are required.  
 

Note: In addition, all Service Providers are subject to audits by the Food and Nutrition 
Service (FNS), to ensure all appropriate laws, rules and procedures are being followed.    

 

QUALITY ASSURANCE   

The purpose is to ensure policies and procedures are followed by service providers participating 

in the Supplemental Nutrition Assistance Program Employment and Training through the 50/50 

program.  

 Sample Cases:  

a. A random sample of participant random are chosen for review.  

 Items to be reviewed include the following:  

a. Contracts and invoices including supporting documentation; 

b. Purchases to determine acceptability and if reasonable, necessary, and directly 

related to the completion of an assignment; and  

c. Program Administration. 

 Method of Review:  

a. Reviewer to complete the SNAP Employment & Training worksheet for each case 

to determine program compliance and requirements. 

 If a deficiency is determined, the provider will be notified and given a timeline to 
address any deficiencies.   

https://www.doa.virginia.gov/forms/edi/REDI_Va_Procedure_Guide.pdf
https://www.doa.virginia.gov/forms.shtml#edi


SNAP 50/50    Partner Handbook March 1, 2020 
 

 

The Division of Benefit Programs 

 

14 

 

 

Note:  A sample form will be provided before the scheduled review.  
 

 

CASE RETENTION 

 Service Provider must retain case records for a total of five (5) years or until audited by 

the Virginia Department of Social Services, after case closure.  

 Service Provider must retain closed case records in their local office(s) for at least one 

year after case closure, and ensure closed records are stored in an accessible location, for 

review and/or quality assurance purposes.  

 Service Provider may move and/or store closed case records after one (1) year to an 

alternate secured location for the duration of the five years. 

 
 

SECTION 11:  VDSS CONTRACT REPORTING RESPONSIBILITIES 

VDSS is required by Food and Nutrition Service to track specific participant and program activity 

details on a quarterly basis, and additional outcome measures on a yearly basis.  Therefore, the 

Service Provider responsibility for quarterly contract reporting to VDSS is as follows:  

 Must record detailed information and made available to VDSS for inclusion on required 

federal reports; 

 Must submit a complete and accurate report to VDSS no later than fifteen (15) calendar 

days after the end of each quarter; 

 Must adhere to this critical timeline to ensure all required data and outcome measures 

are collected and reported in a timely manner. 

VDSS may require additional follow-up or action from the Service Provider for specific data and 

reporting needs and will provide a written notification that outlines necessary instructions when 

action is required. 

Note:  A quarterly report form will be provided to the Service Provider. 
 

 

SECTION 12:  CLOSED RECORDS  

After all services and training has been provided, Service Providers case record must provide 
documentation that support participant program status (i.e., education and training, 
employment, work experience, and/or other assigned SNAPET activities, including; the 
supportive services received during enrollment.  
 

Note:  During Contract Monitoring, all case closure and records are subject to audit.   
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ABAWD Description 

 

ABAWD is defined as an Able-Body Adult(s) Without Dependents between the ages of 18 
and 49, and are limited to receiving three months of SNAP in a three-year period unless 
they are actively engaged in a qualifying SNAP E&T activity. ABAWDs who exhaust their 
three (3) months of benefits and do not comply with the work requirement lose their 
benefits for the remainder three-year period.  However, ABAWDs can regain eligibility by 
complying with work requirements for at least thirty (30) days; receiving an additional 
three (3) consecutive months of SNAP benefits.  
 

This is a vulnerable population given the time limit and the many challenges they face 
including: lack of a high school diploma, low education levels, minimal work history, lack of 
job skills, and lack of reliable transportation. Virginia will offer SNAP E&T services and 
support to all ABAWDs on a voluntary basis, through our 50/50 Third-Party Providers and 
existing workforce infrastructure that leverages partnerships.  
 

 ABAWDs who volunteer will undergo an assessment and be assigned an activity 
to include:   
a. Job Readiness; 
b. Basic Skill Remediation; 
c. Education/Training (career track);  
d. Job Retention;   
e. Work Experience; 
f. Internship and/or other as identified. 
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Program Acronyms 

Acronym Definition 

ABAWD Able-Bodied Adult(s) Without Dependents  

BPS Benefit Programs Specialist 

CWEP Community Work Experience Program  
FNS Food and Nutrition Service 

LDSS Local Department of Social Services  

PSP Public Service Program 

SNAP Supplemental Nutrition Assistance Program 

SNAP E&T Supplemental Nutrition Assistance Program Education and Training  
SNAP 50/50 Federal Reimbursement Program to Third-Party Partnership  

TANF Temporary Assistance to Needy Families 
USDA United States Department of Agriculture 

VDSS Virginia Department of Social Services 

VIEW Virginia Initiative for Education and Work 
WIOA Workforce Innovation Opportunity Act 
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Glossary of  Terms 

Terms Definitions 

Assessment A method used to evaluate measure and document the academic 
readiness, learning progress, skill acquisition, or educational needs of a 
person. 

Case Closure The final step in the continuum of services for a person who is no longer 
engaged and/or active in a program. 

Case Management The ongoing provision of the Service Provider to support participation and 

completion in the SNAP E&T 50/50 program 

Co-Enrollment Admitted to more than one program component or school in a 
particular term. 

Component An activity designed to help SNAP recipients gain skills, training, or work 
experience that will increase their ability to obtain employment and 

achieve self-sufficiency 
Duplicate Services The same service provided to a particular person. 

Intake The initial meeting with a person to gathers information to provide 

appropriate services. 
Participant A person that receives SNAP and is enrolled in SNAP E&T 

Plan of Participation A written plan of action recording the outcome of the initial assessment 
Service Provider      

(Third-Party Partnership) 

An organization with an approved and current contractual agreement 

with VDSS for SNAP E&T 50/50 program 
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Al lowable E&T Participant Reimbursements 
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Note:  Duration of SNAP E&T supportive services may be provided for as long as the individual 
needs the service to participate in a SNAP E&T component and for 30 to 90 days after 
employment, if needed.  
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Program Resources 

Contact Methods 

Send written inquiries to: 
 

Virginia Department of Social Services 
Office of Workforce Services, 9th Floor 
801 East Main Street 
Richmond, VA 23219-2901 

Email inquiries to: SNAP50-50@dss.virginia.gov  

For staff support contact: Julie Jacobs, Program Manager 
Email:  Julie.jacobs@dss.virginia.gov  
Office:  (804) 887-7151 
Fax:  (804) 819-7184 
 

Regina Kee, Program Consultant, Sr.  
Email:  regina.white-kee@dss.virginia.gov 
Office:  (804) 726-7081 
Fax:  (804) 726-7186 

 

Online 

Intranet:  
 

Partner Resource Tab (Forms: e.g., verification of eligibility, monthly 

invoice/instructions)  

https://fusion.dss.Virginia.gov/bp/BP-Home/WORKFORCE   

Internet:  SNAP E&T Toolkit (impending updated version) 

www.fns.usda.gov/sites/default/files/ET_Toolkit_2013.pdf 

 

Invoice Processing 

Send written inquiries to: 
 

Virginia Department of Social Services 
Office of Workforce Services, 9th Floor 
801 East Main Street 
Richmond, VA 23219-2901 

Email inquiries to: SNAP50-50@dss.virginia.gov  

Provider account set-up 
instructions: 

https://www.doa.virginia.gov/forms/edi/REDI_Va_Procedure_Guide.pdf 
 

Forms:  https://www.doa.virginia.gov/forms.shtml#edi 
 

 

mailto:SNAP50-50@dss.virginia.gov
mailto:Julie.jacobs@dss.virginia.gov
mailto:Regina.white-kee@dss.virginia.gov
https://fusion.dss.virginia.gov/bp/BP-Home/WORKFORCE
http://www.fns.usda.gov/sites/default/files/ET_Toolkit_2013.pdf
mailto:SNAP50-50@dss.virginia.gov
https://www.doa.virginia.gov/forms/edi/REDI_Va_Procedure_Guide.pdf
https://www.doa.virginia.gov/forms.shtml#edi


Attachment 2

Sub-grant Number: Date of Request:

 Sub-grantee Name:

Address: From: To: 

City/State/Zip:

Title: Typed Name of Authorized Official: 

FUND AMOUNT COST CODE

FEDERAL

STATE

TOTAL

Date:Signature:

APPROVAL

Title:

CERTIFICATION

Remaining Amount of Match Funds (E)

I certify that, to the best of my knowledge, the information above is correct, that no expenditures have been 

allocated to any other program, that all expenditures have been made in accordance with the sub-grant 

conditions, that payment is due,  and that payment has not been previously requested.  

Signature of Authorized Official:

Total Sub-Grantee Award (A)

Previously Expended (B)

SUB-GRANT AMOUNT

The space below is for DSS use only.  

                   Available Funds (C) 

     Current Amount Requested (D) 

INVOICE (SUB-GRANT)

801 East Main Street, Richmond, VA 23219

Office of Workforce Services, 9th Floor

Virginia Department of Social Services

Period Covered by this Request: 

Federal Identification Number: 



Attachment 3 

INVOICE INSTRUCTIONS  

SUB-GRANTS (RFA # BEN-20-017) 

Sub-grant Number  Number attached to the sub- grant (ex. BEN-20-017-01). 

Sub-grant Name  Name of your organization. 

Address:   Street address of organization. 

City/State/Zip  Remember to include ZIP Code. 

Date of Request  Enter the date the request is prepared.  

Period Covered Enter the specific period for which funds are requested.  

Invoice is due the 15th day of the month following the 

month being reported. 

Federal ID Number Enter your IRS reporting number used for FICA and 

federal/state purposes.  Invoice cannot be processed 

without this number. 

Invoice Amount Complete items (A) through (E) 

 (A) Total Sub-Grantee Award. 

(B) Previously Expended. 

(C) Available Funds.  

(D) Current Amount Requested.   

(E) Remaining Amount of Match Funds.   

Certification 1. Request must be signed by an authorized individual. 

2.  Forward request to e-mail: snap50-50@dss.virginia.gov. 

            Attn: Regina White-Kee, 9th floor       
   

mailto:snap50-50@dss.virginia.gov


Attachment 4

                                 EXAMPLE 

                 ELIGIBILITY VERIFICATION 

SNAP 50-50 VA FEDERAL REIMBURSEMENT PROGRAM 

Service Provider: ABC Company, LLC State Agency: Virginia Department of Social Service

Address: 123 Broad Street Division: Office of Workforce Services, 9th Floor 

Richmond, VA 23222 Address: 801 East Main Street 

Staff Contact: Mary Smith Richmond, VA 23219

Email: mary.smith@abccompany.org Staff Contact: Regina Kee

Telephone: (804) 555-1212 Email: snap50-50@dss.virginia.gov

Telephone: (804) 726-7081

DISCLAIMER:  Service Provider must maintain an "authorization of release" in all client files.   

                                SERVICE PROVIDER:               VIRGINIA DEPARTMENT OF SOCIAL SERVICES: 

Date of             DSS Client SSN  SNAP  Eligible          Comments Date of   VDSS  
Referral (Full Name) (Last 4 Digits) YES NO                      (if applicable) Verification Staff

1/6/2020 Jane M. Doe  1212      X 1/9/2020



Blank Page 
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