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Patricia Baxter 
 Number: APD-AR-12-029 

Authorized signature  Issue date: 7/3/2012 
 
Topic: Forms Due date:  
 
Subject: Use of the 539F 
 
Applies to (check all that apply): 

 All DHS employees 
 Area Agencies on Aging  
 Aging and People with Disabilities 
 Children, Adults and Families 

 County DD Program Managers 
 County Mental Health Directors 
 Health Services 
 Other (please specify):       

 
Action required: The SNAP policy unit and APD have agreed the SDS 539F Food 
Benefit Filing Form is not necessary if the client/applicant has turned in a completed 
SDS 539A and received a date stamp in their application. Please do not pend for 
completion of the SDS 539F or require the client/applicant to complete the SDS 539F if 
they have already completed the SDS 539A.  
 
When an individual indicates they would like to apply for SNAP benefits, staff should 
still encourage the completion of the 539F to establish a filing date and potential start 
date for benefits. The 539F should also continue to be mailed or given with the 
application packet so a client is able to establish a filing date prior to completing the 
application process. A filing date is established when a written request for food 
benefits is received which includes a signature. The written request can be on a DHS 
form, such as the SDS 539F or the SDS 539A, or on any other material and includes the 
requestors name, address and signature.  
 
If the 539F is NOT received and the worker uses only the 539A, there must be an 
indication on the application of the client's intent to apply for SNAP benefits. Intent to 
apply for SNAP can be indicated on the 539A either by completing the SNAP portion of 
the application or by checking Food Benefits on the first page.  
 
For more information on the SNAP filing date, see 461-115-0040 or the SNAP Worker 
Guide, section B.5. If you have additional questions, please contact the SNAP policy 
unit: snap.policy@state.or.us. 
 
Reason for action: Recent information from the AAA/APD field offices indicates the 
SDS 539F form is not used in the same way in all offices. Eliminating the process used 
by some offices of pending for the completed SDS 539F when a completed SDS 539A 
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is already received will reduce processing times, reduce the workload, and save money 
and resources which would have been used to mail a pending notice. Not requiring the 
client/applicant to submit an SDS 539F when they have already submitted an SDS 539A 
will reduce the paperwork requirement for applicants. Consistent use of the SDS 539F 
will help ensure equitable treatment of all applicants across the division.  
 
   
Field/stake holder review:  Yes  No   
 If yes, reviewed by: APD Operations Committee; SNAP policy unit 
   
If you have any questions about this action request, contact: 
Contact(s): Karen Gulliver 
Phone: 503-569-7034 Fax: 503-945-6296 
Email: Karen.L.Gulliver@state.or.us  
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